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HIGHEST EFFICIENCY. Scene in general offices at Wright 
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Here is a fine grade line of 
drawing tables to fit most 
exacting requirements 
made of selected Califor- 
nia Pine combined with 
Maple and Oak. These 
tables are enjoying a fine 
demand by firms who seek 
quality merchandise. They 
are popular priced. 


Sizes: No. 840, 36” x 96” 
No. 842, 36” x 120” 


SPECIFICATIONS 


TOPS—Selected California Sugar 
Pine with Maple end cleats and 
Oak apron strip leaving 5/16" 
opening for long tracings. 


TABLES—Kiln Dried Oak or Birch 
finished light golden oak. 


DRAWERS—All drawers dove- 
tailed, tool drawers equipped 
with locks and have tool trays. 


HEIGHT—All tables 34" high 
and 3" raising blocks are fur- 
nished for each table. 


SHIPMENT—Tables are shipped 
knocked down. 


Sizes—No. 760—36 " x 60" 
No. 762—36" x 72" 
No. 764—42" x 84" 


Write today for catalog 
and price list. 


NEW ENGLAND WOODWORKING CO. 


512 East 137th Street 


(Mfers. of Office Specialties in Wood) 


New York, N. Y. 
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New, 
NON-CURLING 


THE ALL-PURPOSE CARBON PAPER 


NEW FORMULA—OUTSTANDING RESULTS. The product of two years’ extensive research and testing in the lab- 
oratory of Columbia. NON-CURLING, VERSATILE, COVERS A WIDE RANGE OF TYPING REQUIREMENTS. 


CURL-PROOF IN ANY TEMPERATURE, WEATH- STANDARD NOISELESS ELECTRIC 
carbon copies. OF MACHINES 
CURL-PROOF, VERSATILE MARATHON is trade marked 
BIG ‘‘PLUS"”’ ; for your identification and pro- 
tection. 


FEATURES: 


6 *% Preeminent writing beauty. 


% Three weights—STANDARD, MEDIUM, 
FEATHERWEIGHT, 1 finish, cover exten- 
5 sive typing requirements. 


% Outstanding manifolding quality; the correct 
weight for every purpose. 


% Quick extraction feature; opposite corners 
of sheet are diagonally clipped to facilitate 
quick, “one-operation” removal of carbon ) 
copies. Sheet %4” longer than standard 
length, utilizes “between-lines” writing sur- 
face in sheet turn-around. 


COLUMBIA RIBBON & CARBON Manufacturing Co., Inc. 
Main Office and Factory: Glen Cove, L. I., N. Y. 

NEW YORK e@ KANSAS CITY, MO. e CHICAGO @ DETROIT @e MILWAUKEE 

MINNEAPOLIS @ NASHVILLE @ PHILADELPHIA @ PITTSBURGH @ CINCINNATI 

(Harris-Moers Co.) @ PORTLAND, ORE. 

Also: London, England; Sydney, Australia 
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Volunteer Secretary—A com- 
pact personal file for im- 
portant, receipts, war bonds, 
tax‘notices—a place for ad- 
dresses, phone numbers, ex- 
penses. Size about 10x!2x5" 
In black, blue, green or ma- 
roon, $1.95. 


here are seven fast-sell- ” 
ing profit makers that 
should be in gi 
depoitment. 


The Albums and Fol 
Frames appzal to e 
body from Ba 
Grandma, and the V 
unteer Secretary is ereel 
gem in these days ¢ 
keeping track of taxes, 
receipts, war bonds and 


Prices quoted 
tionally advertis 


_iect to usual discounts. 


PROMPT SHIPMENT 
Order Todoy 


68 pages illustrating and 
describing the ce 
Amfile Line. 


Seine 


AMBERG FILE & INDEX COMPANY 


Quality Gifts and Filing Specialties for 75 Years 
1617 DUANE BLVD., KANKAKEE, ILL. 


When writing advertisers please mention Orrice Equipment Dicest 


November, 194 
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6“é 
Srmepressive 


Smnpressions i 


In your own interest, remember . . . there is only one 
Red Feather Stencil and no other stencil can give you the | 


exclusive Red Feather advantages. | 


That is why it is to your interest not to confuse 
Red Feather Stencils with any other brand. No other stencil 
is just like Red Feather.” 


és 


IN THESE DAYS OF SHORTAGES 


consistent with government requirements, we will keep W 


your dealer adequately supplied to meet your immediate needs. 


THERE IS ONLY ONE RED FEATHER STENCIL 


Ask for Illustrated Catalog and name of nearest Red Feather dealer. 


November, 1944 
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IDAY the products of All-Steel-Equip Company are going 
to the armed forces, but the day will come when we can 
resume peacetime production. We will again bring you the 
complete A-S-E line of better steel files and office equipment. 
There are many good reasons why A-S-E files will again be pre- 
ferred by users from coast to coast! It’s the quality line that 


you will want because. . . 


AGE MEANS QUALITY 


A-S-E files are backed by more than 31 years 
of engineering skill and experience in the 
fabrication of filing equipment and other 
steel products. A-S-E will again offer the 
best in features, the best in design, and the 
best in quality materials and workmanship. 


MEANS FINER 
FEATURES 


. . » quality features that are usually found 
only on much higher priced filing equip- 
ment! Features such as the fine locking me- 
chanism . . . superior cabinet construction of 
rugged, heavy-weight steel attractively fin- 
ished with rich, mar-resistant baked enamel 
. .. glide-easy drawers that operate smoothly, 
almost effortlessly! Be sure to include A-S-E 
Steel Files in your equipment plans for to- 
morrow! It’s the Quality Line! 


ALL-STEEL-EQUIP Company, Inc. 


900 CLEVELAND AVENUE 


AUROARA, ILLINOIS 
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THE NATIONAL STANDARD FOR SAFE, 
ECONOMICAL, EFFICIENT RECORD 
STORAGE FOR MORE THAN 25 YEARS 


The leadership of Liberty Boxes quickly estab- 
lished over a quarter century ago has been con- 
stant through the lush of prosperity, the trials 
of depression, and now through the uncertain- 
ties of war. Top quality at the right price, 
and a wide range of sizes adapiable to nearly 
every conceivable record size is responsible. 
Today practically all Liberty Boxes are going 
into War Plants, Government Offices, and Es- 
sential Industries where they are aiding the 
war effort. At the right is a list of but a few 
of the Essential Industries using Liberty Boxes ‘ hi 
for preserving their vital records. Glen - Com " Studene, S. Navaj Ordnance Pian 
Soon we hope Liberty Boxes will again be y — poration = : Airerat Compaen vision 
available to everyone. In the meantime—if Conpereaes 

you are doing war work and need Liberty Cellucotton Prog. °: Kelvinator 

Boxes, be sure your dealer is provided with a 
statement regarding your percentage of war 
work. This will entitle you to first considera- 
tion when we allot the reduced quantity of 
Liberty Boxes available. 


Stowart-Warner corprape™ Chm Con 


Sold By Leading Stationery Everywhere 
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HERE record protection is paramount, in Banks, Courts, Municipal and 
State Offices, you'll find many Steel-Age installations—all rendering outstand- 
ing service. Postwar they’ll buy more—stimulated by the service record of their old 
equipment and by the innovations that the new Corry-Jamestown line will feature. 
If you face a record protection problem in your office or the need for better office 


furniture, watch for announcements of the new Steel-Age line to come. 
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SIGNATURE OF THE WORLD'S 
7 WRITING PENCIL 


On this exclusive Eagle testing device, 
every pencil writes its own story of smooth- 
ness. Swinging freely, the pendulum will 
make 49,920 oscillations before it comes 

to complete rest. When the point of a 
pencil presses against a sheet of paper which 
is affixed to the pendulum shaft, its friction 
reduces the oscillations to a number that 
measures the smoothness of that point... 
and records the test on the paper. 


Using this equipment, Eagle technicians 
formulated and tested batch after batch 
of experimental leads for the MIRADO 
pencil. At last came Batch 8303, a new 
lead that proved not only decisively 
SMOOTHER, but also BLACKER, 
STRONGER and LONGER WEARING f 
in every one of the 5 degrees in f 
which MIRADO is made. 


For the sheer joy of effortless 

writing, try an Eagle MIRADO. 
You can’t lose, for 
MIRADO is 


S¢ each, 


‘less in 
quantities 


EAGLE MIRADO 


bias PENCIL COMPANY, 703 E. 13th St., N.Y.C. *se-u.s. ru om noes 
EAGLE PENCIL COMPANY OF CANADA, LTD., Toronto *" oa, urbe, seat. 
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THESE SERVICES ARE BUILT TO HELP YOU 


Every “Y and E” representative is backed by the combined knowledge 
and assistance of the “Y and E” Systems Department. 


In our Systems Department there are more than a half million forms for 
systems covering practically every system problem that can arise in the con- 
duct of human affairs. Think what this combined experience means to you. 


There is no system problem too large or too complex for us to solve. 


Whatever your problem you can also depend on “Y and E” for the equipment 
that will best answer your system needs. Empire Files, Visible Index, Card 
Files, Executive Data Files, Expanding Index are but a few of the many items 


~ that will help you do your job better and more efficiently. 


FOREMOST FOR OVER SIXTY YEARS 
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AN EASIER DAY THE DO/MORE WAY 
Do/More Seating an aid to good posture, helps reduce 
office fatigue. Write for FREE illustrated folder today 
—You'll find it interesting. 


DOMORE CHAIR COMPANY, INC. 
DEPT. H ELKHART, IND. 
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your inquiries. Many. types ‘and styles of 
binders are available. Write for further details 


£ 
<8 


$3 


e@ CHICAGO 10, ILLINOIS 
NEW YORK + 25 CENTRAL PARK WEST - PHONE CO-5.0282 + PACIFIC COAST - 788 MISSION ST., SAN FRANCISCO - PHONE DOUGLAS 3503 
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Here’s a most useful item that will make an un- 
usual gift for any busy executive this Christmas. 

Thousands of them know about the desk- 
model ROCK-A-FILE and would welcome it. 

Ideal for printed data or correspondence! 
Prospect and customer lists! Inventory rec- 
ords! Tool room and shop records! Tax data! 
Telephone numbers! Birthday and anniversary 
dates! Club membership lists—the thousand 
and one things that a man must remember, but 
can’t carry in his head! 

ROCK-A-FILE is a beautiful little piece of 


furniture. It opens with a mere touch of a fin- 
ger. And it’s always right there, where a man 
needs it—for instant reference. 

Men and women alike—lawyers, physicians, 
dentists, school teachers, business executives 
are definitely in need of ‘The Silent Secretary 
That Never Forgets.”’ 

Desk-Model ROCK-A-FILE comes in single 
and double sizes. For standard 3x5, 4x6, 5x8 
cards. Obtainable in Genuine Walnut or Olive 
Green. 

See ROCK-A-FILE at your stationer’s. 


Inquire at once about the Rock-A-File “gift that's different’’—the executive two-com- 
partment upright cabinet. A most unusual and practical file for the busy executive. 
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When writing advertisers please mention Orrice Equipment Dicest 


be See ee eee ee a a ae a Be aes ie Soe 
a > iid Nis : 
ay \ irae Bs es 
ew” Se —. 
RN es, a 
SSS. 54 \} 
. S , | 
‘ NA, | z= , 
Wate I : tl 
SS eee 
Ad } a : 
7 - + 
' ' ” , A | P 
> aaa. U- 8 PAT. OFF+ T S 1 ¥ 
CARD CABINE a 
SK-MODEL | | 
_ DE — 
a: Bate Ee ; fe a eo 
3 SOM. se ¥ wv ave 4 ¥ a 
i . , — om T v ‘ 4 : = 3 f 
aie PRET Z ee. ‘ ‘ ; a4 “oe ! Qe. 7 ; 
ag amg am = aS -o,° © ie 
g ie a ti i bd me 2 of ga, 28. a * eee ANG i 
of e008 ia ie Se Te oo - 
, ia oe Has saa ee | | ax 8 Woah ted 
Le - . ie ae ae : . E iat eed 
as ae 1° = 4 Se 4 = sak J tes ee 7 Mi : i 
: Si a ao ee a Aen 
‘ a cf 5 r ») a eS ris’ ‘ii ae e 4 , De fe x 
: ; if a oo) a a: 3 ; ‘ =e : 
4 i é 2 1a ( » 4” bs : ie 5 a 7 ‘ ; 1 . _ ede ai, 
ee ae b; at ee —_— -._ eae a 
: : i i. 2 anil ual ey, Cem BS j 2 ‘ aia ; 
Ss % a ie * én! mie ae Ms —s 
re ‘ice : af ‘4 _— . : me te. eB) C4 
' 
i] 
J 
i 
| : 
uM iG 
: ee . 
- 
A ok: elilillitpe\_@ 
Ea ‘Sita. \ ~“_ expen nna > : 
sae OL EO em a @ ke. 
bis me 0° ee aa 
iy \a . r* ‘ eo ee, Lae ‘e 
ff he Spewilaile D a CHICAGO 1, Itt. : 
AW F gan A Z : 
a5 EAST WACKER DRIVE | 
“ | Cee ee IB: | | 
P : . iy iar) a Tees PS ae ie a ae og . : ; 
A ee eed ea ae ~ 2 hl: ane oy ee ae te ete 4 % aa eae 
oar Bae ey : ae i a Be hee gti a ae Si Re PE ; vo 
a el ae 


EDWIN A. HOCHGESANG 
Cabinet Room Foreman 


Every Jasper Desk represents the sum total of 
much individual effort . . . it is the combined 
skill of many expert craftsmen that produces 
desks of such outstanding merit. Edwin A. 
Hochgesang is one of the key men in our or- 
ganization. He is a native son of Jasper, 
Indiana. As foreman of the cabinet room, 
Hochgesang is responsible for the skillful 
assembly of Jasper Desks. His 24 years ex- 


perience lends an expert touch to each and 


MEMBER WOOD OFFICE FURNITURE INSTITUTE 


every desk turned out. We are indeed proud 
of the many loyal and competent workers 
associated with this company for such long 
periods of time . . . they have made it possible 
for Jasper Desk Co. to attain and occupy a 
high ranking position in the office furniture 
industry. No wonder, we look with such keen 
anticipation to the post-war period when we 
will be able to give expression to the plans 


we're formulating today. 
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THE JASPER DESK COMPANY 
JASPER, INDIANA 
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“If a man can write a better book, preach a 
better sermon or make a better mouse trap... the 
world will make a beaten path to his door’’. 

Attributed to Emerson 


The foregoing quotation was written years ago 
but the sentiment expressed applies, with equal 
force, to present-day methods of producing many 
types of commodities. 


Since we entered the war the manufacture and 
distribution of merchandise have been regulated 
by our Government. Priority ratings were estab- 
lished which determine to whom products can be 
shipped and how much the customer can have. 


Obviously, the shrewd buyer, whether a Govern- 
ment agent or a commercial house wants the 


~ams- 


2 Machines pu 


ACE FASTENER CORPORATION « 3415 NORTH ASHLAND AVENUE + CHICAGO 13 


ACE SCOUT...$1.00 


highest quality merchandise available. As a result 
those with high priority ratings have practically 
monopolized the output of many manufacturers. 


That is what has happened to Ace. Because of the 
fine quality machines Ace has always built, the 
company has been virtually “snowed under” with 
high rated priority requisitions. These must be 
honored before commercial, low-rated shipments 
can be made. 


This condition is most deplorable because of the 
hardship it has worked on Ace dealers but those 
at Ace are optimistic about the future. They be- 
lieve the time will soon arrive when there will be 
sufficient machines to fill all requirements. 


SOLD THROUGH DEALERS EXCLUSIVELY 


When writing advertisers please mention Orrice Equipment Dicest 
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au ESCO 

on Drafting Room Ee GU fimey fs eras 

PRECISION INSTRUMENTS 

fer erchitects Navigators Engineers Draflamen lists 
and the SCHOOLS OF THE | NATION. 


GENERAL ESCO AND THE CONQUERING 
ESCO CORPS OF FINEST 5 PLY TOP-DRAFT- 
ING TABLES. 


E 5CO P, baalenlls 


New I! ADJUSTABLE AND REVOLVING DRAWING BOARDS 
T-SQUARES TRIANGLES PARALLEL RULERS 
STRAIGHT EDGES DRAWING-KITS TABLES 


NAVIGATORS KITS MANEUVERING BOARDS 


if your present dealer does not handle 
ESCO Products—write us for our cata- 
logue and other descriptive literature, 
which we will send to you, along with 
the name of the nearest dealer or dis- 
tributer displaying our complete line. 


“4 Crafleman ts no beller than his lool” 
WE HAVE THE TOOLS FOR DELIVERY NOW! 


Our DRAFTEDGE “Symbol of Suporiouty”’... Your Post-War “Modem Design” 
Sheboygan ENGINEERING MANUFACTURING CO. Wisconsin 
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a business-otfice must’ 4g 


Eten paper tears it cant be sewn, 
So what is there to do ? 

Just patch it up with Texcel Tape- 

The message shows right through / 


When hanging things upon a wall 
For an opinion poll, 

Use Texcel Tape-it leaves no stain, 
No mark, no crack, no hole . 


On planes, on shells and other things 
OF; That get so much abuse, 
—_—. ” Quick, tough and handy Texcel Tape 
Is widely put to use. 


a For Texcel is an improved tape 
Whose ‘stick-um's’ bonded on; 
It wont come off, it wont dry out 
Before the judgment dawn. 


: Ai ht. Pal Texcel Tape thats made 

Is used for alias when | 

Your Bonds and Stamps bring Victory | 
Youll have it back again / 


le x cel | a o, CELLOPHANE TAPE — 
STICKS WITH A TOUCH 
Made by Industrial Tape Corporation A Division of J ohngon &\ ohnson 


New Brunswick, N.J. 
November, 1944 When writing advertisers please mention Orrice Equipment Dicest 
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"TOPS" ynivers® - \) Sormnity 
at the e wt *n able es 
N.S.A. War Council |< Depo" \ at CoP e 
Use orden Brian ° ersorme” 
Codo Duplicating Flui . yn : 
io Duplicating Fluid Maxime es polish a 


and 
Hand Cleansing Cream 


4 Codes MANUFACTURING CORP. 


529 South Franklin St. Chicago 7 = |= ~~ 270 Lafayette St., New York 12 
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GENERALS “4.4 
» 7 | CARBO-WELD 
z * 
The increasing and steadfast popularity i PENCILS 
uf these Pencils is an undeniable indica- 
F ¢ 
i tion of their dependable quality. Stronger, Z 
| longer lasting Carbo - Weld leads have f 
made them favorites for economy and ies Fi 
i efficiency. Demand these pencils from 
&. 
[: your dealer, if he is unable to supply fi 
i «ie 1 
& you, write to us. ie 
& 
¥ ; 
& 
ee si 
ie Other “General” favorites 
ts @ “FINEST” 
Thick Colored Pencils . 
: e KIMBERLY L 
oe Super-Duplicating Pencil f 
‘ @ GENERAL'S ae 4 
China, cellophane, glass F 4 
and metals marking pencil [| 4 
(paper wrapped) le 3 
e KIMBERLY = 


November, 1944 


Copying Pencils 


e@ KIMBERLY 
Erasers 
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Help save ‘manpower and increase 


“your ——— — the DIEBOLD —_; 


Cardineer ROTARY FILES 


- ; | { Built on the wheel principle, Cardineer 
i instantly brings any record to hand. Saves 
3 | time—space—manpower. Four models ' 
- i 7 holding from 1200 to 15000 cards per | = 
‘ : | unit. Available for immediate delivery be 
>». \ | up 
=a — [EAB ARNETTE EE oe Th 
: | Flex. Stte visisie sooxs 
fs For effortless record keeping. Filing, 
: finding and posting are easier. Gives 
2 more information in less space. Accom: 
is modates forms of all sizes. 
f \ 
| 
es “7ua- Dex 3-WAY VISIBLE RECORDS = 
¢ Offers important new features. The 3-way | : 
a visible margins put vital information in h 
te full view. Handles card sizes from 3 x 5 ; 
* to 15 x 12 or larger. Available now in \ 
: a variety of models to meet every need. 
“ 
Y NM te YI SHOOTER cc a a ay { 
f 
; U-28 Posting “ray | 
e Compact—portable—flexible! Faster oper- { 
; ation and easier accessibility, for more | 
F records. Adapted to all types of machine | 
es posted records and has many other uses. 
‘ i DIEBOLD INCORPORATED « Canton 2, Ohio 


DIEBOLD 


: } ; a Se | Systeme to Fit the Routine 
BUY WAR BONDS ‘ = | 


oe aa dg ee ae ee 
pen ee Rae Pt in Wet os 
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744, 


1945 Edition 


PERCENTAGE BASIS 


Withholding Tax and 0.A.B. Tax 


Why Discriminate Unjustly Between Employees When It's So Easy To Be Impartial With 


MEILICKE 


EXACT OR PERCENTAGE BASIS 
WITHHOLDING TAX CALCULATORS 


The Calculators show instantly the “PRECALCU- 
LATED AND VERIFIED WITHHOLDING TAX” built 
up on the “Percentage or exact computation basis.” 
The Operator MERELY TIPS A CARD AND COPIES. 


DON'T STOP 
TO FIGURE! 


JUST TIP THE CARD 
... AND COPY! 


Tax Answers on Pay 
in 10¢ Steps 


How the Meilicke Works 

Suppose a Married Employee with one dependent 
and claiming all of the Withholding exemptions has 
earned $80.94. Under the “1945 Exemption Plan,” 
he is entitled to three exemptions. So opposite 
$80.90 (which is the nearest to his earned pay) and 
in cohumm headed “Three Exemptions,” read his 
Withholding Tax $10.58. 


Bracket System Comparisons 


For example—an Employee claiming three exemp- 
tions and having earned $81.90, by Bracket Plan 
pays a tax of $10.80, while another Employee having 
earned only 10c more or $82.00 pays a tax of $11.30 
—50c more. By the Percentage or MEILICKE method, 
the first Employee would also pay $10.80, but 
the second Employee would pay only $10.83, 47c 
less than by the Bracket Plan, which within a year 
amounts to “An Overpayment of $24.44.” 


Cause for Complaint 
Employees have just cause for complaint when you 
withhold taxes by the “Bracket System” or by any 
other “None Exact System.” 


So avoid DISCRIMINATION, especially when with 
a MEILICKE it’s so easy to be impartial. 


Really there is no justification for imposing only 
“Approximate tax deductions” on your Employees. 


1% and 2% O.A.B. Tax 


To protect our Users against another possible last 
minute action by Congress, we have provided both 
“1% and 2°/, O.A.B. Tax Answers.” 


PRICES — Withholding Tax Calculators 


Weekly Basis 


No. 1—2.7%, 18% and 19.8% to $100.00................. $25.00 
No. 2—2.7%, 18% and 19.8% to 1650.00................. 27.50 
No. 3—2.7%, 18% and 19.8% to 200.00...............+. 32.50 
No. 4—2.7%, 18% and 19.8% to 250.00. ............06. 37.50 
Ne. 5—2.7%, 18% and 19.8% to 300.00................. 42.50 


Bi-Weekly Basis 
No. 6—2.7%, 18% and 19.8% to $200.00 


‘Te eeTeTe Pee 35.00 
No. %7—2.7%, 18% and 19.8% to 2560.00................. 37.50 
No. 8—2.7%, 18% and 19.8% to 300.00...............6. 42.50 
No. 9—2.7%, 18% and 19.8% to 350.00........ success 47.50 
No. 10—2.7%, 18% and 19.8% to 400.00............... . 52.50 


Semi-Monthly Basis 


No. 11—2.7%, 18% and 19.8% to $200.00..............0.- 35.00 
No. 12—2.7%, 18% and 19.8% to 250.00.............500. 37-50 
No. 13—2.7%, 18% and 19.8% to 300.00............00068. 42.50 
No. 14—2.7%, 18% and 19.8% to 360.00...........00000. 47.50 
No. 15—2.7%, 18% and 19.8% to 400.00............0008- 52.50 


Monthly Basis 


No. 16—2.7%, 18% and 19.8% to $750.00, in $1 Steps...... 25.00 
No. 17—2.7%, 18% and 19.8% to 1000.00, in $1 Steps...... 27.50 


Daily Basis 


Daily Basis cards with Tax Answers to $30.00 are included with all 
the above Calculators at no extra charge. 


ORDER NOW — AVOID LATER CONFUSION 


MEILICKE SYSTEMS, INC. 
3458-60 No. Clark St.. Chicago 13. iil. 


a = —s—s—“t*«*C*C iid pO RE OT ae 
Dear Sirs: You may ship subject to “10 DAYS TRIAL” 
poset No........1945 Edition, Withholding Tax Calculator |. 
Price pe: ans  enceneaseetenees 
ar No........1945 Edition, Withholding Tax Calculator 
Price S. chive bees hook eap ede 
Please type or print plainly 
MRE 6 SA ood ew cus cowd~ sd cudapuen se Memb Ae kane een tees 
Bieta xa ca See Aers.< ov cabs ohioe tata chor eaaey wate eee 
I iss sedt 6% <<ca als vies oe MD RSM RAR le 
An ey .. Zone re 


Meilicke Systems, Ine. 


3458-60 North Clark St. 
November, 1944 
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FINE CARBON PAPERS 


ESTABLISHED SUPREMACY 


Back in those ancient days when Athens was 
looked upon as the Alpha and Omega of 
scholarly learning, an eminent Greek philoso- 
pher of Samos, Pythagoras by name, is recorded 
to have enriched his mental stature by the 
acquisition of a knowledge of the sciences, 
especially geometry. In this he propounded 
many problems and theorems. These discov- 


eries brought so much joy to his heart that he 


exclaimed “Eureka”— meaning, J have found it 
Today discriminating buyers of carbon paper 
and inked typewriter ribbons who want prod- 
ucts of unmatched excellence and durability, 
instinctively know ‘they bave found it’ when 
they try M&V Eureka ribbons and carbon 
paper. The Eureka line can be depended upon 
to produce a nicety of work which will be 


readily noticed by important customers. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 


& INKED RIBBONS : 


1881 


PARK RIDGE, NEW JERSEY 
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WHERE MINUTES 


MUNITIONS... 
Orxkowd 


PENDAFLEX 


TODAY—Oxford Pendaflex is helping to 
carry the split-second war production tech- 
nique into the offices of war industries. 


Tomorrow — when these war industries 
have converted to peacetime pursuits, and 
thousands of competitive businesses find it 
necessary to operate with a minimum of 
waste motion and time, Oxford Pendaflex 


ARE AS PRECIOUS AS 


| 


will be in tremendous demand. The fold- 
ers that hang in the file will be one of the 
most wanted items in progressive offices 
everywhere. 


OXFORD FILING SUPPLY CO. 


340 Morgan Ave., 
Brooklyn 6, N. Y. 


125 South 8th St., 
St. Louis 2, Mo. 
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ae ae Pioneers in 

AIR MAIL 

| STATIONERY | - g 
NATIONALLY - — | 4s 

ee ADVERTISED — s ,. & 


Indian smoke signals, however primitive, set a standard of communication. 
“SKY-RITE" created another, a modern standard. 
Product of Pioneers in Light Weight Paper and Envelopes, ‘'SKY-RITE"’ is 
revolutionizing mailing methods, lighter letters for faster delivery. 
“SKY-RITE" is Nationally Advertised in 30 Million Advertisements a month. 
DISTRIBUTORS COAST TO COAST 
AGENCY PAPER COMPANY, 75 Varick Street, New York 13, New York 


Factories: New York, Chicago. Also makers of *SKY-LANE STATIONERY 
*Reg. U.S. Pot. Off 
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others prefer the 
more conservative 


desk-type calendar 


BUT EVERYONE AGREES THAT THE 


Calendar Rubber Stamp Pad 


is the newest, most practical, calendar for use in every office 


A regular stamp pad in a metal box, the cover of which has been 
lithographed with the year's calendar. It's the most practical pad ever 
offered. Particularly convenient for use with daters and similar mark- 
ing devices. Offered in No. | size only (234,"'x4!/," inking surface). The 
metal box is the same color as the pad inside, for quick identification. 


The Calendar Pad comes in Black or Red only. 


ORDER 1945 CALENDAR PADS NOW FOR DECEMBER DELIVERY 


‘LOUIS MELIND COMPANY — 


: Plants at CHICAGO, ILL. and BROOKLYN, N. Y. 
Offices in NEW YORK, DETROIT, CHICAGO, LOS ANGELES and SAN — 
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TAKE THE NATION’S WORD 


9 


burton fitier Only Strastord s mass productson 
counamecy make is temathably low proce 


| SALE SROTHERS INC. SALZ BUMLDING NEW YORK: \ > 


ee a eee ne gamer 


7 
VOM 


RETAILS 


$125 


— A GOOD NAME TO GO BUY 
— IT’S DEPENDABLE 


Waa constitutes “pen value” to you? Smooth, 
steady writing? Quick, easy filling? Consistent 
dependability? Then the STRATFORD CON- 
QUEROR should be your choice. It’s a fine pen. 
Handsome . . . streamlined . . . modern in every phase 
of design and construction. Just touch its satin- 
smooth point to paper, and you can feel it respond 


instantly — almost eagerly. Try the convenient push- 
button filler. One stroke of your thumb, and 
your STRATFORD is filled to capacity. Only 
STRATFORD’S mass production economies make 
possible its astonishingly low price. Select your 
STRATFORD PENS today in Black, Gray, Dubon- 
net, or Jade Green. The Conqueror—Model 700SP. 


When writing advertisers please mention Orrice Equirment Dicest 


FOR PEN VALUE 


SALZ BROTHERS, INC. +SALZ BUILDING -NEW YORK 1, N.Y. | 
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Readers of 
“OFFICE EQUIPMENT DIGEST” 


-- CASH IN ON. i 


© WIN ONE 
“OF THESE 


st *250 cond 

2nd 100 = 
3rd 50 . 
Ath y le 
5th y ~ Tiled 


6th y ~ ied 
25 


CONTEST 


CLOSES DEC.15th,1944 2: 


All entries must be in and postmarked “. 
before midnight December 15, 1944. .3 
Winners will be announced as soon as *% 
possible thereafter and the judges will at- 
tempt to have their decisions in in time 
to have the prizes awarded before De- 
cember 25. There is no time to lose. 
Start your entry on its way today. 


JUDGES 


The judges of this contest will be one of 
the officers of Precise Development Com- 
pany, one of the editors of OFFICE 
KPPLIANCES, and a representative of 
Engel Advertising Incorporated. No en- 
tries from contestants a — with an 
of these three companies will be co: 
ered in this contest. 


Guat Follow These SIMPLE RULES 


You needn’t be an engineer or a draftsman to enter this contest. All you have to do is to 
explain in a letter the ideas which you have regarding a modernized post-war office appli- 
ance. The merit of your idea will be Jud ed solely by its practicability and the need for an 
appliance of the type yc you describe in the post war market. If you can explain yourself 
better in sketches, p send them with your letter. This is not essential, however, because 
on any ideas cubanitted our judges will contact you if they require further details. Your 
ideas may embody the use of wood, metal or plastics or any other form of material that will 
be available in the post-war period. Applicants are not limited to the number of entries they 
may send in . . . so get going now and win for yourself one of the substantial prizes listed 


above.. All: material submitted will be returned to contestants after contest closes. Address 
all entries to Dept. 10. ' 


PRECISE DEVELOPMENTS COMPANY 
MANUFACTURERS OF PRECISE TRIMMING BOARDS AND CALCULATING MACHINES 
28 NORTH LOOMIS STREET + CHICAGO 7, ILLINOIS 


ees 
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“Joday ... GF Filing Supplies 


“Tomoviow ... Metal Furniture 


THE GENERAL FIREPROOFING CO. 
YOUNGSTOWN 1, OHIO 


3¢ 


Wartime and Peacetime offices of industry 
and commerce need every modern aid in the 
planning, co-ordinating and expediting of 
production. The orderly flow of business 
requires constant reference to filed records. 

GF filing supplies are the answer to the 
problem of quick finding . . . the objective of 
all indexing. Guides, folders, cards, labels, 
inserts and other material are available now 
... plus the service of specially trained men 
to meet unusual problems. 

When men and metal and production facili- 
ties are demobilized . . . GF will again manu- 
facture chairs, files, desks, tables and other 
equipment items . . . all standard equipment 


for the business office of tomorrow. 


1, OHIO 


ati 


When writing advertisers please mention Orrice Equiepment Dicest November, !944 
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Good luck on the job, Bill. 
And for office supplies, rely on ~ 


SA your Stationer. (did! 
a 


The Man who has 
EARNED your Trust.... 


You may be feeling a bit new to your desk with the sign read- 
ing “Office Manager” or “Purchasing Agent.” You may be 
wishing you had all the know-how your predecessor had. 
Here’s the way to get that know-how fast. You’ve one friend 
you can always call on, whose experience goes back for years 
. .. whose business it is to know your business. We mean, of 
course, your Stationer. 


You'll find that your Stationer recommends quality office sup- 
plies as a sure means of speeding efficiency, cutting down 
wasted time, wasted effort. You'll find him enthusiastic in 
his support of the whole Eberhard Faber line. And he’ll give 
you dollars-and-cents reasons, from your point of view, for 
that enthusiasm. 


Ask his advice on which degree* of the famous 
MONGOL 482 to use for best results in each 
office task. Call on your Stationer freely—and 
before long they’ll be calling you an office 
expert too. 


* No. 1—Soft e F—Firm e No. 2—Medium 
No. 3—Hard e No. 4—Very Hard 


@ MONGOL— “The Business Pencil of the World” 


@ EBERHARD FABER ERASERS —for faster, cleaner work 


Leadershij2 \N FINE WRITING MATERIALS SINCE 1849 


When writing advertisers please mention Orrice Eguiement Dicest 


aS Rpt ce - es ee ad ee eee ae oes He [= hae emi ‘4 ‘ 
re ne, 
) e vi : | ‘ | 
ee, te NS a 
. Bee ‘> ’ ae | 7 : 
. 2 = = ent ee 4 A a cD ‘ ee > 
ae ;' ag : SOS a | ; 
ee | i 
‘ p= = : 
N i : 
j ' ’ S 
; j Tals. 
re | @. " ae 
“‘é. Oi ¥ / fr: 
Ss Oo 4 a 
ee & °@ c P ova 
Ss. J (3 3 “ Or" e o : - < é 
cg whe #8 e mu ae a 
1€ Re ae wy a! F Wile os 
wre a ae 
Ss ae ce a 
j ~ & | . 7 
e 5 aCe : 
- ag ~ i ; 
i — 6UlUO DP giiotse ee 
: es ig 
= ~~ =§=s>sns§ KRED ‘ 
7 , rr} 6S 
m 63 sad : 
' Sk A - 
er ee i ié @o id ' 
ee Gee 08 2; 
; 1 poe pS vata 
944 Pe ee 3 a 
a oats fi ane : : : i oer. as eee al a as Bere Ray. ‘ 3 a 
- tae «= i  — — a “2 oor a 
& fae . = ‘ i. | a ae : . ee eng ae : is 2 i yi, 


Purchasing Agents, Controllers, Office Managers November, 1944 


ee, 2 eae ae eer, Rifai co ea ‘ eae 
abe a ‘ rs : Bae coe eS ae Seine pee oa eee De gee ee cae fa 1 ee ES 
' ion a ee ARES: ee ee Ue vies, 
5 i és r 4 Bee ig Faia! 
3u3uC—L—— eee eee nn 
J bE — 5 ee > | ye CMe i ry Bet, 3 3 = - 
sli re oie Mig ace nae Fs ca J ina ns oe a es a 4 x ids 
: 7) ae ee ee Se. ‘a 2 : 2 a cae 
; ly "aes = ae oa: : a oes: = — (i % ae. 
: > ae ii = 2 
airs a co ae oS oo ee 
a i. pe A Ne ee > emer es 
ie . eee by. aes. ca 4 ive caer 
: Ss es ee po “4 a ae ae Pe * wh 
- as Be a : “eres: ae a mm 
: a aoe a aN ae q cae 
: = a Be bes ae: ‘ a 
i rn et ae ; ee. a En = ee. 
a ee), Ceo Bene a ee gue 
ne i ene : ee ae s Bt ee erie | 
re ae Me a : <a ae ae 4 ee. 
: oy fae ee ae a: 
7a an ja aee A CP es oA ey 
oe . ee ee _—. 3 Ha 
ze : a io pees ee “a 
ae Peis ea ioe 
{ Bee er ee ae ae Tae ee a 
ya hy ae ia oy ier: 
tek. ie bee: Re ae es ute ee ty Be 
a ee : . = Eee Or on 
. 4 | ee 2 
, ‘ oo. e Bs use cE a Pe 
ess SS aa : Fe ea 
2 . — on ae ae ieee 
ke, “ee Ns aad eae : eS a eee. 
aes ao et: eae a a ee a ea. # 
os er od, i ae = Be ia 
Ag Ae: am rs _ an ge 
; , = ae? 
- . oe _—_- a 
4 2M * “Sgn Rg aad 
oni a _ ie : it, hey. 
; fe " te cee 
ia mest aes: oe _ of Soe Sn ae 
| E ‘2 le ie 
- ae a Se a fae a pre 4: (ee 
; a = ee r z : pt ae 
: t 4 ii a se car % eS 
a . an ‘= 4 : i See ge =a 
a ie 3 : ee? ae * + Se tae 
Se car ae 
5 ‘ : = : ar 
Pos 2 ES 
a es a) Sa “4 “i Be 
Pe es: ; j : ; 
. = a Zz 
; aa come : ini 
ae is 2 att ai 
o : i ne 7 ae: a: 
1“ &@ oe, 4 7 4a 
a La ee +2 a 
oe aa Be - - a 
' Ee ; si ae 
ef : ae 
. c P “3 ee 
‘ a mass % ee a ‘ } 1 4 Cee 
ee Be een ae a, ee 
| - = F. — cs 
Ft, wie ee ie 2 eo Cet. 
i i “a cai ia & eae an 
Se cas. ie +h 7 on ee 
, iat Scie | ae soe: | $ = re ae 
; - ey 2: oo e Fe. 
; : ee: ae aes a eae stam 
h ae r oe a ft feo ae 
f fe) 2 ee al 
i E : a spy atlas i a a 
ae Es ed ee ee a Me Se 
ee ia mg Got : = P J rete d 
‘ a = i. ie i _ ee Le 
oy: wR ag ti i ae Mi Mane ee 3 ee Te pat 
re oot pat ee mT gS seem S.C aa 
c a PG eae inte eit =, tone ae 
: ee ee +" Be ieee pin dt a ae i - ar a 
ey ged a a Breed oe oa at eS ame - oe 3 eae : 
ae ’ pe i ers e Sees: mee mt, Aare, 
are = ee ie a: Se ry bs co) ee: . ie 
: cee es ee Be, ee: Se ss OR a ee 
ye aoe net ee mea! | eke 
i te Bice & ies es ead hee ee a ee 
= Bein | : es ae ae a 
ape ae 2. eee a > 
Re <a “ff - ey 3 ; Sim 
d ; a peers ; : ‘ye Be 
: ee ; a . as a 
<2 es ae tie: ee 
: i aan € te a. 
oa = ae Bese Ne, gia e Soe 2 ae 
ca — 4 ae a ag bt tee alee 1a 
af a oa, ae aie dee sae ~ <p ay 
‘ ok Be . ee < F - 4 nee ge ie “Fe 4) ie oe 
tos ae e . a, ——  — Vy 
ae : ae pee 15 gee 
= ee 3 : B a 5. ae a a 
: a Pa: aes reich 2 es & Z 
: as yt, eas 8” 3) a Med 
es ope i a 3 Saree we » EOC 
: = ite a a bi eee. ae Fee: + a 
ta con ee ao ea a -. a 
; ee o as. © in) ee ao 
=e re 7g le Pa fas & a e 2S Steed a 
ae he a fens ‘a peo, Seas es a 
f ,  -« eng ie a ; tame eG : . 
oe ee —: Co: wey {ea 4 a 
: ay By: oe Sete Bot. 5 ek, SE - a 
ae a Rie ll = Pa am : — 
4 i Sa Bei ee: ae ‘ ae Seles es oy 
. —¥ 
32 OFFICE EQUIPMENT DIGEST—For 
ae 
= ee ee ; 
isi ‘es oa are | eae = erly 7 6 aac aes \ : 
a: an ae a os. pee ee ie, a ; : aren ae ae: re 
: a ae ocd “ak = eee es e ae ate ae. <4 igen SERA 2 er re —. eet hall 
3 ea Sa, f : icf ee eo ee ae SE ee oF eae ens See ee 
aK = See Soe = eee > eee as coe jes S 
ng PS r ‘ ere Tag a ee (ae a -Srmay, Pe, eae ee ies - 
: . aan Pies : eee = gs bs ey i ee ae 
7 — ~~ ie ¥ ee a “ieee SE ete ne. ae a a 
——— a = b ‘ ey Me 


a 


lok 


...for Every Office Purpose 


Waterman’s Inks are available in any size bottle 
you can think of—from gallons, quarts and pints 
to the individual 2 oz. Tip-Fill Bottles shown 
above. 


Waterman’s Inks are available for any purpose you 
can think of—from guarding your precious docu- 
ments and records, to handling your ordinary, rou- 
tine correspondence. 


And remember this: When you buy Waterman’s 
Inks, you’re buying the largest-selling ink in the 
world—the ink made to a 50 year old formula famous 
for smooth writing and safe pen protection. 


Ask your distributor for Waterman’s Inks. He can 
supply you with 8 great colors— including Blue 
Black and Permanent Black, the Inks that “last as 
long as the paper they're written on.” 


L. E. Waterman Co., 344 Hudson Street, New York 13, N. Y. 


The Ink that’s right — on the Tip of Your Pen 


_ When, writing advertisers please mention Orrice Equirment Dicest 
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’ BING! SPEED BINDER 


A Boorum & Pease 


* 2 
The B thine Rianctinnntindl Patent Nos. 1858132 and 1878476 


ers also includes a choice of one or more 
to fit any record keeping requirement. 

TOP TO BOTTOM . . 
Another example of a Boorum & Pease Binder to 


fulfill the requirements of vour business. Here’s 
why the BING! SPEED BINDER will simplify 
your record keeping through modern, scientific 


=< operation. 
“PROGRESS” 


670042 Line ) QUICK IN ACTION. No keys to lose or replace. No 
oF winding or unwinding. Press button and PRESTO! 
Sheets are inserted or removed instantly. 


-) NO PROTRUDING POSTS. Conserves valuable vault 


“IMPERIAL” and safe space. 


200 Line 
_) PROPER WORKING SPACE always available. Flat 
writing surface. 


POSITIVE COMPRESSION. Minimum and maximum 
capacity. 


>) DURABILITY. Same Boorum & Pease high quality, 
“SURELOCK” sturdy for longer wear—metal parts rust and cor- 
satiate rosion proof. 


ECONOMY. BING! SPEED BINDER saves time, 
space and therefore saves money! 
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4 Way To keer IT 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK, 13. 


When writing advertisers please mention Orrice Equirment Dicest 


Ask your stati to de strate 
the BING SPEED BINDER to you. 


“SCRUTOP” 
6600 Line 
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LAY YOUR CARDS ON THE TABLE! 


% BEFORE it was possible for the office exec- 
utive to swap experiences at meetings of the 
National Association of Purchasing Agents, Na- 
tional Office Management Association, and Ameri- 
can Management Association, he generally tended 
to assume that the problems of his own office were 
unusual or even unique. He knows better now- 
adays, when it is recognized that office functions 
everywhere are pretty much the same and that the 
specific lessons learned in any one office are appli- 
cable to many. 


When the commercial stationery and office 
equipment salesman calls on the purchasing agent, 
he has more to offer than the products which he 
is selling. He has valuable information on just 
how these products have been utilized in solving 
the problems of some other office or offices where 
the situation is similar to that in the purchasing 
agent’s own organization. 


He is selling not just the product but the per- 
formance of the product—its performance under 
like circumstances. The better acquainted he is 
allowed to become with the details of operation of 
your Office, the better able he will be to draw on 
his own knowledge and the knowledge of the com- 
pany which employs him for actual parallel cases 
which give practical guidance for handling the 
problem at hand. 


When you sit down to talk with the salesman, 
please lay all your cards on the table! 
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| THIS PAGE WILL BRING YOU 


ANY INFORMATION YOU NEED 


To get without obligation from manufacturers and other suppliers further particulars 
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Whether this 1s your frse vy 
to know that we are lad to see you 
If the person upon whom you are 
you within 10 minutes of the announcemen 
or advise you that there will he 
to ask our operator to announce you again 
Meanwhile. the following pages « 
you with information that may be 


Please make yourself comfortable 


THE AMERICAN WELOIN 
ONETZ ROaD, WARREN, ONO 


TO AMERICAN WELDING 


since: 


Nt OF your Htteth, we want you 


calling does not receive 
t of your arrival 


a delay, do not hesitate 


# this folder will supply 
interesting or helpful 


G& MANUFACTURING CO, 
TEL WARREN i576 


Making the Salesman Welcome 


By Cheney Archer 


% THERE are very few complaints these days of salesmen left to cool 
their heels for long periods of time outside the purchasing agent’s office. 
The seller rules the market these days, salesmen and merchandise both 
are scarce, and when a salesman does turn up, the P.A. is far more likely 
to order the doors locked to cut off his escape than he is to send out word 
at long last to “comg around about the middle of next month.” 

Long before the war, however, the old conception of the salesman as a 
necessary nuisance was on the way out. In every progressive organization 
the community of interest between seller and buyer had come to be clearly 
recognized. Winning the goodwill of the salesman was seen to be a highly 
desirable achievement; the wasting of his time an evil inevitably paid for 
not only in his illwill but in increased cost of merchandise distribution 
and therefore of the merchandise itself. 

The American Welding & Manufacturing Co. of Warren, Ohio, fabri- 
cator of steel products, is one of the many companies which have given 
intelligent thought to this matter. The practical result of this thought is 
embodied in a folder, “Welcome to American Welding,” the pages of 
which are reproduced with this article. The folder, measuring 514 by 814 
inches, is very attractively done in brown ink on buff paper. 

When a visitor arrives at the company’s plant and has gone through the 
routine of being identified and having his credentials checked, the guard 
hands him, with his plant identification ticket, one of these folders with 
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Yen your comuenience ... 


7. A telephone is provided at the top of the stairs just across the 
inside hallway. Please don't hesitate to use it to arrange your further 
calls here in Warren while you are warwng 


2, The men’s restroom is also in this hallway. Turn nght and take 
the first door q the left 


&, Timetables and scratch pads are available —ask the receptionist, 
You are welcome to use them. 


4. The telephone number of the local cab company is 4141. Our 
operator will gladly call it for you 


§,. A wap of Warren with the location of other leading industries 
clearly marked will he found on the back cover of this folder for your 
convenience 


As our guest, we want you to have every courtesy 
and attention while you are visimng us here at 
American Welding. We realize that the informa 


tion you bring to us may be of the greatest value 
in helping us to produce better, faster, or at lower 
cost. The intelligent efforts of salesmen and serv 
icemen have benefited our busmess and every 


business, Any suggestions for the im 


the reception afforded you, therefore, will he most 
gratetully received; and | should be glad to have 
you send your comments to me personally 


PRESIDENT 


The Amencan Welding & Manufacturing Company specializes in 
welded rng constructions used primarily by other manufacturers in 
the fabncation of such finished products as motors, generators, 


tractors, ming gears, marine equipment, tubing, and a long list of 
war equipment 


Our company 1s 26 years old and has, in the rush of war production, 
developed unusual facilites and skills which we believe will he widely 
adaptable to postwar markets 


We are especially proud of our Engineering, Research and Metal- 
lurgical Departments. We are also proud of our products, which in 
addition to steel tubing are circular steel rings and bands, manu- ra 
factured in diameters ranging from 4 inches to 8 feet, and in thickness 
from ‘4 inch to 3 inches. Our plant is equipped to form segments of 
rings or shapes, including angle, Tee, and channel, as well as special 
bar sections. We shall welcome knowledge of where we may be of 
service to manufacturers of your acquaintance. 


PERSONS YOU MAY WISH TO SEE 


W_ }. Sampson, Ja, President 

E,W. Wicweuwy, Secretary and Treasurer 

H. A. Avorn, Assistant Secretary and Treasurer 
M. R. Maynicx, Manager of Sales 

R.S. Arnon, Assistant to Manager of Sales 

FP. }. Swaxaneac, Manager of Product Development 
L. K. Ames, Customer Sernce 

1. A. Oztcen, Chief Process Engineer 

E. F. Wrrrremone, Purchasing Agent 

C. 1. Lanaway, Comptroller of Operations 

W. W. Levensr, Chief Engineer 

R. L. Sarren, Plant Superintendent 

V. Wupman, Assstant Plant Superintendent 
H.W. Reen, Dsrector of Personnel and Safety 

A. S$. Cuave, Director of Contracts 


H.G. Hesyex, Chief Inspector 


Center spread of American Welding & Manufacturing Co. "welcome" folder. 


his name filled in in matching brown ink in the 
space just under the heading. 


During the short interval which usually elapses 
after the salesman reaches the receptionist and 
sends in his card to the person he wishes to see, 
he has opportunity to read over the folder he has 
received from the guard. 

“Whether this is your first visit or your fifti- 
eth,” the folder begins, “we want you to know 
that we are glad to see you. 


“If the person upon whom you are calling does 
not receive you within 10 minutes of the an- 
nouncement of your arrival, or advise you that 
there will be a delay, do not hesitate to ask our 
operator to announce you again. 

“Meanwhile, the following pages of this folder 
will supply you with information that may be 
interesting or helpful. Please make yourself com- 
fortable.” 


Opening up the folder, the salesman finds a 
heading, “For your convenience,” under which 
this practical information appears: 

“1. A telephone is provided at the top of the 
stairs just across the inside hallway. Please don’t 
hesitate to use it to arrange your further calls 
here in Warren while you are waiting. 

“2. The men’s restroom is also in this hallway. 
Turn right and take the first door to the left. 
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“3. Timetables and scratch pads are avail- 
able—ask the receptionist. You are welcome to 
use them. 

“4, The telephone number of the local cab com- 
pany is 4141. Our operator will gladly call it for 
you. 

“5. A map of Warren with the location of other 
leading industries clearly marked will be found 
on the back cover of this folder for your con- 
venience.” 

Also on this inside spread is “A word about our 
Company,” giving con- 
cise information about 
the firm, its products, 
and its facilities. 

Under the heading 
“Persons you may 
wish to see,” there is 
a convenient list of the 
names and titles of the 
company’s executives. 

Last, but by no 
means least, the spread 
bears a message to the 
visitor from W. J. 
Sampson, Jr., Ameri- 
can Welding’s presi- 
dent. 


Back page of folder has map of 
town showing all industrial plants. 


INDUSTRY IN WARREN OWIO 


THE Ame 
DaI2 2040, 


Pi 6 le wate ey 

RICAN WELDING & MIG. CO 

wasnen, Astin 
omo . ~ 1376 


November, 1944 


a — | 


aS eee poi 5 ie ee ee ee ee es hy ee a SOME SE > awiediee: Be) lamin A) 
aR eae ee a a 3 ie ; “ie ee - i 3 4) i aa 2 AR Tie ee 
J aS ae aS Bt yt eS aeae 2 i ORES ee ees Dame: ae ees ee ad ane 
“ ae” oh a | seep Rs oe ae eae ae a ie ee ee ee hs 3 oer 
en. . . 7 
a A word about our Compa 
a 
| | Po EET 3 
} ; at « 
? e > * $ 
is i's ? 
$ a — a 
. = . A 
" : on 
; pe ., £ : S s 
—— |6—ClCrL % 
WHZess 
o j = )\) 1 
—- = . y ee 
i b E 
: oe \ y Lff - 
‘ > ~~ ey” > ‘ 
Oe \ ; 
; f bys ed ah See 
. ‘ 
Ce ae a ae om gs Gi ie oe ee a a ee ee i oe 
r 2; - af ‘a iy a a Mee wee ae ae —— a i ty oo as «ae a WD ee eee — “— . oe 


Filing efficiency starts with decision on what to keep out of files 


Speeding Up Office Output 


By A. H. Stricker 


Management Consultant, House Civil Service Investigating Committee, Washington, D. C. 


Excerpts from address in New York October 18th at Office Management Conference of 
American Management Association. The same address was given later that day at the 
Engineering, Science, and Management War Training School at New Haven. 


% I SHALL attempt to describe seven steps 
toward simplified office procedure. The seven 
steps are: (1) Establishing requirements; (2) 
Assembling the data; (3) Permanence of files; 
(4) Arranging office facilities; (5) Surveying the 
job; (6) Measuring work and time; (7) Assign- 
ing the work. 

Economy in operation and efficiency in perform- 
ance of work can be greatly stimulated by provid- 
ing suitable place to work—the office—largely a 
matter of environment. Perhaps the three most 
essential ingredients towards providing efficient 


housing conditions for office workers are good 
lighting conditions, elimination of noise so far as 
practicable, and proper ventilation. 

Noise is an energy consumer. Tests have shown 
that, with acoustical treatment of ceiling and 
floors only, production was increased by 10 per 


cent, errors were reduced by 22 per cent. But 
there are noise factors other than floor and ceil- 


ings which merit consideration and reduction of 
which will be of assistance to operators in their 
work. Felt pads under machines will help. Felt- 
lined housing around particularly noisy machines 


AT AMA'S OFFICE MANAGEMENT CONFERENCE 


Many prominent speakers appeared October i7th-I8th in New 
York before the Office Management Conference of the AMA 
speaking on subjects on which they were well informed. On October 
7th, the head of AMA's Office Management Division, Henry E 
Niles, vice-president of the Baltimore Life Insurance Co., Baltimore, 

d., acted as chairman and analyzed “Current Office Management 
Problems" for the group. Other subjects discussed included “The 
Returning Veteran" and "Management Planning for Veterans and 
Present Personnel.” 

P. G. Wharton, general auditor for the Atlantic Refining Co., 
Philadelphia, was chairman for the afternoon session when the sub- 
jects discussed were various problems arising with office unioniza- 
tion and job evaluation. 

The evening of October 17th, Alvin E. Dodd, president of AMA, 
had charge of the program which was based on the subject, "Rais- 
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ing Management Sights on Office Organization." 

Concurrent sessions were held the morning of October |8th with 
Edward N. Hay, personnel office, the Pennsylvania Co., Philadelphia, 
acting as chairman for the group which discussed “The Office 
Supervisor's Functions and Responsibilities." At the other session 
Allen Everett, of McKinsey & Co., New York, was chairman for the 
group discussing office output, office communications, record reten- 
tion and microfilming. 

James P. Mitchell, director of industrial relations for R. H. 
Macy & Co., New York, gave the luncheon address on “Funda- 
mentals of Employee Morale" on October |8th. He was introduced 
by Mr. Dodd. At the closing session, at which Sterling W. Mudge, 
director of training for Socony-Vacuum Oil Co., New York, was 
chairman, the General Foods Program of Office Training was pre- 
sented by representatives from that company. 
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will materially reduce the noise in the office. In 
the aggregate these refinements will be very 
helpful and beneficial in making the office more 
liveable. 


1. Establishing Requirements 

The first step in any sound plan of office pro- 
cedure is to establish requirements, and to do 
this each piece of office work must be separately 
considered—surveyed to determine (a) the pur- 
pose to be served; (b) who are the principal per- 
sons interested; (c) the need for the particular 
piece of work; (d) would some other tabulation 
equally well serve the purpose. Careful consid- 
eration of this initial step along these lines will 
often eliminate the piece of work in its entirety, 
at other times permit a substantial reduction or 
whatever changes should be made. 

Even though every form or report was useful 
when originated, the important thing to deter- 
mine is whether it has remained so. Positively 
there is no sense in having an 18th Century ruffle 
on a modern skirt. It is not uncommon to find 
on careful examination, for instance, that some 
part of bookkeeping is done in unnecessary de- 
tail. Nor is it infrequently found that the num- 
ber and extent of entries and computations to 
prepare those entries are out of proportion to 
the purpose served. 


2. Assembling the Data 

The second step is assembling the data. Once 
a decision has been made as to the particular 
report to be prepared, or other piece of work to 
be done, it then becomes necessary to decide 
where the material for this particular piece of 
work is to be obtained. In most cases it is pos- 
sible to obtain material from several sources. 
The trick is to select the one that will require the 
least work in obtaining it. 


3. Permanence of Files 

Terminal facilities for papers is in any office 
a subject of considerable importance—but not 
always so regarded—and it is also not infrequent 
that much time is spent in looking for lost or 
misplaced documents, whereas, if at the com- 
mencement of a piece of work enough time were 
taken to carefully consider each piece of paper 
required for a particular job; and definitely 
determine how long each shall be kept and where 
filed, the amount of papers to be filed could easily 
be reduced. Systemized filing will save sub- 
stantially in floor space and filing cabinets. 
Organized procedure in filing papers is a very 
important detail of any office. The question is 
what papers shall be kept, for how long, and 
where filed. 


As paper work flows through the office, the 
original data from which the facts and figures 
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are transferred do not change nor disappear in 
the process. The customary practice is that all 
the original papers must be kept and filed away, 
possibly because the human animal sort of rebels 
about disposing of possessions. Warehouses are 
filled with papers in the hope that they may be 
of use some time, but they seldom are. Some 
papers can be disposed of without ever getting 
into the files. Others should be kept indefinitely. 
The only way to arrive at a correct decision on 
this subject is to determine at the time the piece 
of work is created or reviewed how long the data 
should be kept. 


4. Arranging Office Facilities 

Consideration in the arrangement of facilities 
for doing office work is highly important. In their 
proper coordinated position, as the vital tools of 
paper work production, office tools can perform 
miracles — typewriters, calculating machines, 
tabulators, and bookkeeping machines, with 
furniture, can be arranged and combined to 
create an effective office production. 

This is perhaps a good place to stress the 
importance of proper tools for the job. It is 
probably correct to say that in the field of man- 
agement we will get about as much out of our 
equipment as we put into it. If we accept for 
our work tools that are not fitted for the job, 
we must expect to pay for that misfit by decrease 
in production and increase in errors. To pro- 
vide a properly designed desk for the machine is 
an important essential to good work. Take for 
illustration the card-punching machine. This 
machine, when housed in a desk instead of on a 
stand, will permit the operator to do more and 
better work with less fatigue. The increase in 
production can easily be 20 per cent with even a 
larger decrease in errors. Another illustration 
is properly designed desks for calculating ma- 
chine. To use an ordinary calculating machine 
on the customary 3014-in. desk makes for an 
awkward arrangement and un-uniform planning, 
and places a handicap on efficiency. In consid- 
ering functional equipment, it will be found 
advantageous to wire desks for electrically- 
driven machines. It is not always convenient to 
run a cord to the floor plug for each machine. If 
desks are wired, one cord can be made to serve 
for several outlets. It is essential and important 
to consider the tools with which the work is to 
be done—a real aid to efficient operation. 


5. Surveying the Job 
To survey each piece of work and thereby 
determine the exact requirements for each detail 
of the job is probably the only way to determine 
the correct needs to perform the various paper 
work tasks efficiently. To make these surveys, a 
(Turn to page 50) 
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Instruction at Quartermaster Administration & Supply School, Camp Lee, Va., is climaxed 
by practical experience in this laboratory. 


Laboratory Trains Army Clerks 


% OFFICE WORKERS via the laboratory? 

A new laboratory has been set up by the 
Quartermaster Administration and Supply 
School of the Army Service Forces Training 
Center, Camp Lee, Va., the purpose of which is 
to give Quartermaster  soldier-clerk-trainees 
actual experience in handling complicated Army 
records. 

Here is how it works. A soldier-trainee se- 
lected to go to Administration and Supply School 
first finishes a rigorous six-week basic military 
training course. He then enters the School and 
is taught the intricate work of keeping Army 
records. After seven weeks of this, he goes to 
the laboratory, which serves as a testing ground 
as well as a place for learning, and there the 
soldier-clerk’s aptitude for certain jobs is estab- 
lished. 

The laboratory, in charge of Lt. Herbert K. 
Bernsten, assistant supervisor of the School, is 
divided into two sections—a personnel office and 
eight companies of a fictional 5050th Quarter- 
master Composite Battalion—an organization 
that can take care of all QM service and supply 
needs of isolated Army units. 

The neophyte clerk gets an opportunity to 
actually work on morning reports, write Army 
correspondence, and use machines and equip- 
ment found in a regular personnel office. In 
addition, he gets an opportunity to apply the 
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theory taught in classrooms concerning the work- 
ings of QM bakery, laundry, truck, salvage re- 
pair, fumigation and bath, service, and graves 
registration companies. 

Records of soldiers at Camp Lee, with nothing 
changed but the names and serial numbers, are 
used in the companies of the 5050th QM Com- 
posite Battalion. Matters which some days be- 
fore had been handled in orderly rooms at Camp 
Lee are again considered in the company portion 
of the laboratory. 

Lt. Col. John T. Moorhead, chief of the A. & S. 
Division of ASFTC Basic Technical Training, 
says, “The laboratory plan long had been con- 
sidered by school heads as the ideal way to com- 
plete the course of training for our students and 
also the most practical and foolproof method of 
determining aptitudes of the individual men for 
placement purposes. It is proving itself to be 
even more valuable than we had thought pos- 
sible.” 

Major John S. Meilinger, supervisor of the 
School, feels that this model personnel training 
is the nearest to on-the-job training which can 
be given without actually placing men in com- 
pany orderly rooms and personnel offices. It has 
been made possible by revising the eight-week 
course of training and consolidating the theory 
portion into seven weeks of study, thereby leav- 
ing one week for the laboratory. 
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%e THE 2-story T-shaped reinforced 
concrete office and engineering build- 
ing, affording 66,000 square feet of floor 
space, is joined to the plant. The building 
entrance is marked by vertical openings 
and a facing of cut stone, both con- 
trasted effectively with the light-toned 
Speedwall tile and long strips of con- 
tinuous steel sash on flanking wings. 

The building is adequately lighted 
naturally through the long, continuous 
strips of steel sash, and artificially by 
fluorescent units of higher intensity than 
the 30-ft. candle illumination provided in 
the factory. 

Air conditioning of the latest type is 
used in the office as in the underground 
areas of the plant. There is acoustical 
treatment throughout. 

The executive offices are handsomely 
finished with flexwood. 

Forty percent of the first floor is given 
over to personnel and medical services. 
The building houses all government 
supervisors’ offices, including those of 
the D.P.C., as well as Wright Aeronau- 
tical's clerical workers. Approximate 
number of employees accommodated, 


600. 
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Wright Aeronautical Corpor- 
ation’s Office Building at 
Lockland, Ohio 


TOP: View of the building 
LEFT: The lobby 
BELOW: General 


manager's office 
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Conference room 


Office of transit manufacturing 
executive 


For view in general offices see cover 
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Air Express and the Office 


By Robert Grant 


% INCREASINGLY, office shipping and mailing rooms are familiarizing 
themselves with air express, newest and swiftest facility for getting impor- 
tant packages from here to there in a hurry. 


Through the air 


To take advantage of the 3-miles-a-minute speed of air shipping service, 
the office must be supplied with detailed information on how to make such 


shipments. In brief, any shipment which can be carried by rail can go 
by air express, excepting only inflammables, explosives, and livestock. The 
minimum charge per shipment is $1. For that charge a 25-lb. package 
can be air expressed up to 150 miles. The country is served today directly 
at 375 airport cities, linked by 45,000 miles of airways. Informative fold- 
ers, rate estimators, time tables, and other material giving detailed infor- 
mation about shipping by air are supplied by the Air Express Division of 
the Railway Express Agency, Inc., for office shipping room use. 


What can be carried 


The cargo compartment of present-day air transport planes can carry 
approximately 3,000 Ibs. On exclusive cargo planes up to 6,000 Ibs. can 
be carried. Packages ranging from 40 lbs. per sq. ft. up to 100 lbs. per 
sq. ft. can be handled. Maximum package dimensions are 1814-inch depth, 
44-inch, width, and length varying from 35 to 4914 inches, according to 
the airplane utilized. More than 800,000 shipments, many of them vital 
to the war effort, were handled by the eighteen domestic airlines in the 
first six months of this year, an increase of 12% over the same period 
last year. The total weight of these shipments was over 15,000,000 lbs., 
a gain of 11% over the previous six months’ period. International air 
express shipments flown between the United States and Canadian airport 
cities, and Mexico, Central and South America, Bermuda, and Alaska 
amounted to 112,000 shipments for the first six months of 1944, an increase 
of 28% over the similar 1943 half year. 
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COLLATING TABLE 

ABOVE: Here's a collating table, developed by West- 
ern Electric Co., 195 Broadway, New York, for use in its 
offices. The table, 42 inches wide, 2534 inches high and 
32 inches deep, has four operating positions and is 
mounted with four collating racks. Each rack contains ten 
compartments to hold the material to be collected. 

Operated at capacity, this device makes possible the 
simultaneous assembly of a 40-page job. The operator 
at the first position places ten collated pages to her right, 
and the second, third, and fourth operators each collates 
her respective ten pages and places them together with 
one pile from her left on the space provided on the table 
on her right hand. 

Each position has a sliding shelf 9!/4 inches wide and 
1534 inches deep directly in front of the rack, for clip- 
ping or banding the collated material. 

Each rack is 22!/2 inches high, 934 inches wide, with a 
depth of 14 inches at the bottom and 9!/4 inches at the 
top. The shelves or bases of each compartment slant 
downward from the front to the rear and are equipped 
with back stops slanted toward the front, to put the pro- 
truding paper in a fanned position at the front of each 
compartment. 


ROTARY MAIL SORTER 

RIGHT: The rotary sorter or mail room expeditor is described 
as a “time-saving, wall-conserving, space-thrifty, caster-mounted, 
%6-compartment sorter with spacious storage cabinet below.” 

The sorter was designed by Carrell Stevenson, office manager 
of the Dictaphone Corporation, 420 Lexington Ave., New York. 

Since this device and the one above were presented at the 
National Office Management Association meeting in New York 
in June, many requests for description and pictures have been 
received. 

This sorter will not be manufactured by Dictaphone Corpora- 
tion but is simply another of Dictaphone's contributions to the 
improvement of correspondence production and mailing routine. 

Offices interested in this sorter may obtain fully descriptive 
folder on it from Dictaphone and Western Electric Co. will 
previde details on the collating table described above. 
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ABOVE: " 

MORE THAN 2,000 GUESTS came, saw, and were impressed 
with the work of Commercial Controls Corp., Rochester, N. Y., 
when the first open house was held in October. Included in the 
Sunday afternoon guests were emplicyees, members of their families, 
their friends and other invited guests. Guests were greeted at the 


x : main entrance by company executives, and were shown exhibits of 
Metered Mail machines, letter openers, sealers, Multipost stamp 
; | Se affixers, scales and Ticketograph pay and production systems. Each 


guest received an illustrated history of the company record in 


World War II and a copy of the October issue of Metered Impres- 
sions. After visiting the plant the guests were shown to a large 
tent where refreshments were served and a display was shown of 
items the company is making for U. S. Army Ordnance Department. 
The guests also stopped at the Commercial Controls post office 
where souvenir post cards were distributed to those who wished to 
mail them free to their friends. More than 700 of these cards were 
metered for mailing on a Model 50 Metered Mail machine. 


BELOW: 


NEWS FOR THE DRAFTSMAN is the new patented board pro- 
duced by the Engineering Manufacturing Co., Sheboygan, Wis. Two 
views are shown here. The phantom view reveals the construction. 
The board can turn 360 degrees in radius and at every position it 
clears the desk. The Esco permanently located spring tension paper 


ABOVE: 


A trial, minor but persistent, which has been borne by 
office workers since Pearl Harbor, has been relieved. The 
rubber band has returned to the top desk drawer. The pic- 
ture shows Mildred Kerns surrounded by a young sea of syn- 
thetic rubber bands at the B. F. Goodrich plant where pro- 
duction of bands for general use has been resumed for the 
first time since Pearl Harbor. No priority is needed now. 
For nearly three years no rubber has been allowed for the 
manufacture of rubber bands for civilians except for such 
essentials as bunching vegetables or bunching machine parts. 
Now synthetic rubber is being used and Clyde DeLong, of 
the sundries division of Goodrich, has announced that rapid 
strides are being taken toward producing synthetic rubber 
bands that will match pre-war natural bands in performance. 


grip is specially recommended. It measures 12x18 inches, and the 
list price is $8.50. 


LOW-POINT 


WITHHOLDING TAX 


SELECTOR 


AVOIOS EMPLOYEE COMPLAINTS 
RIGHT: CIVES LOWEST DEDUCTION PERMITTED UNDER 1943 TAXLAW 
: 


Useful weekly with- 
holding chart revised for 
1945 is published by 
Tax Publications Co., 53 
State St., Boston 9. Fig- 
ures wages to $200 per 
week either in brackets 
or exact computation. 
Single copies are 50 
cents and quantity dis- 
counts are available. 


Agents, Controllers, Office Managers 
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Advancing Waves 
of Management 


By Charles O. Libbey 


Head, Office Management Staff 
Tennessee Valley Authority 


* I BELIEVE we have reached a point in the 
recognition of office management when we can 
select these words from Charles F. Kettering of 
General Motors as a text for this discussion: 

“Advancing waves of other peoples’ progress 
sweep over the unchanging man and wash him 
out.” 

It implies there are social forces and manage- 
ment concepts that make progress with or with- 
out the individual, and are greater than the 
individual. These forces move forward with 
majorities, influenced by a variety of circum- 
stances and characteristics, and the movement 
overwhelms the stubborn-minded, the insensate, 
the “unchanging” individual. For more than 
twenty years now the National Office Manage- 
ment Association has been preaching the gospel 
of one management concept—office management. 


Immense expansion 


To a greater or less degree one characteristic 
in all offices today is an immense expansion in 
paper handling and in clerical force. I need not 
enlarge upon this statistically because it is so 
evident. There are problems of increasing size 
and importance in supervision, filing, mailing, 
layout, record keeping, work conditions, and an 
unending accumulation of details. When these 


are not organized with intelligence and under- 
standing, some measure of confusion results 


which affects the whole effort of the enterprise. 
We get bewilderment or red tape. 
You are familiar without further detail with 


the modern office in its varieties of organization 
and its complexities involving methods, stand- 
(Turn to next page) 


* Condensed from recent address before Atlanta Chapter 
of National Office Management Association. 


Posters such as these help to advise, guide, warn, and 


inspire the TVA offices. 


Uf THERE DUPLICATION ? 
CAN YOU COMBINE TWO FORMS ? 
UNNECESSARY FORMS CAWT WASTE. 


A LITTLE WASTE 
GOES A LONG 
WAY 


TENNESSEE a 
VAL U 
* AUTHORITY pric, SERVICE N 
pas CE DEPARTMENT 


EVERY SERVICE 
UNIT MUST WORK 
ON A_SCHEDULE 
RUSH UPSETS 
THE SCHEDULE 
SAY RUSH 
ONLY WHEN YOU 
MEAN RUSH 


a a Wx 1 E, coe onde 


: > © 
TENNESSEE VALLEY AUTHORITY 
OFFICE SERVICE DEPARTMENT 
- 
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ards, work conditions and personnel relations. 
What then are “the advancing waves of other 


peoples’ progress’? How can we avoid being 
“washed out” eventually in this new procedure 
world? Please understand that these waves do 
not apply alike to each and every office large or 
small. This is simply the way the wind is blow- 
ing, as I see it, in office management. 

First, there is a demand for a special tech- 
nical knowledge to administer office activities. 
Whether the general office is a necessary evil or 
a clearing house of service, the details must be 
integrated to render service, movement, order, 
and control. We must have efficiency and economy 
in office operations. In The Office Supervisor, 
Henry and Mary Niles write, “Efficiency might be 
defined as effective laziness, that is, getting the 
work done with the least expenditure of effort.” 
As a matter of fact, the most efficient way is 
usually the easiest; simplest way, although you 
may have to change clerical habits in the process. 
And after this war period we must return to a 
cost consciousness and a more healthy relation- 
ship with the consumer. Sometime ago in Wash- 
ington, I saw this sign in a store: “Don’t argue 
with the help. They are more difficult to get 
than customers.” All of us have gotten away 
from realistic practices of the office too, in the 
last few years. In brief, someone has got to do 
office planning, know the principles that under- 
lie its compositions, and administer it with 
understanding and certainty. 


An example set 


We have had an example set for us by the 
scientific approach to production in our factories 
in which the study and coordination of details 
have revolutionized industry. In these recent 
years, we have actually been the marvel of the 
world and have even astonished ourselves. It 
is natural that the industrial engineer sees a 
parallel in the work of the largest offices. In the 
factory there is a production line with operators, 
benches, machines, and materials; in the office 
there is a work flow with clerical force, desks, 
machines, and paper work. Between the two 
there are differences, of course, but there is 
enough similarity in the techniques of study to 
serve as an inspiration for work simplification. 


Again this is for the administrator who knows 
how. 


Next, this expansion of the office, with its 
complexity of details, emphasizes the tendency 
to centralization of responsibility for all office 
services where it can receive the most intelligent 
treatment. Everyone engaged in major produc- 
tion or development functions cannot be a spe- 
cialist in office practices. This knowledge spreads 
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the professional man out pretty thin. Everyone 
simply does not know how to run an office. He 
may know what he likes or wants, but he does 
not know how to get the results. There are many . 
exhibits of the “professional’’ man, competent and 
experienced in his own technology, wallowing 
along in bewilderment, harassed by the details of 
the office. Again, how many times have you in 
your experience seen good productive salesmen 
taken from a territory in the process of promotion 
and made executives without knowledge, training, 
or temperament for the position? 

As office work has developed in the major 
functions of the enterprise, we have seen separate 
offices expand for production, finance, and distri- 
bution. While similar in details, they have been 
spotted here and there like so many ganglions of 
nerve centers throughout the organization. There 
has been a natural flow of centralization of re- 
sponsibility for these office services where special 
knowledge can be applied and standardized. Please 
understand that I do not necessarily mean by 
my use of the term “centralization” that all office 
work should be performed in one central location. 
The question of centralization or decentraliza- 
tion in location of the activity is quite another 
and debatable question. The office is not an end 
to management but an aid, and offices must be 
distributed where they can be used most effec- 


tively. I refer to the extension of a centralized 
service of specialized knowledge that can be 


available to all offices of the organization through 
standardization and consultation. 


Another wave 


The head of this specialized centralized service 
is of course the office manager. His recognition 
as an executive is another advancing wave. 

The office manager’s position has two aspects, 
line and staff. He must render the operating 
services and he must study the facts and factors 
for preventive maintenance as well as_ break- 
downs. It is only in this way that one really gets 
a scientific approach to office management. An- 
other advancing wave appears to be the emphasis 
regarding staff assistance on the part of the 
office manager. It seems rather clear that out of 
this war period comes a greater demand, for 
instance, on procedure analysis. Too often in 
the past management has decided about office 
problems without adequate knowledge of the 
facts at the point of activity. Orders have come 
down from on high—and we have learned per- 
haps that, under normal conditions at least, an 
analysis of details should first go up before any- 
thing at all comes down. 

We too often visualize the big executive as one 
who pushes buzzers, gives orders in a flash of 

(Turn to page 54) 
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CER MANWENT ROYAL BLUE, 


SPLATTER-PROOF POUR OUT 
SKRIP stock room size containers 
have this exclusive ‘Air-Way" 
Splatter-Proof Pour-Out enabling 
anyone to pour SKRIP into smaller 
containers without spilling a drop! 
No gurgle—no splatter! 


LARGE BUILT-IN TOP WELL 
Puts SKRIP at the TOP of the bot- 
tle—where you can see what you're 
doing. No bathing of pen barrel 
in a bottom-well bottle at pen re- 
fueling time. Keeps fingers clean. 


THE NEW ECONOMICAL 
OFFICE WRITING SYSTEM 


Thousands of efficiently run offices are today proving 
the economy of using SKRIP on every desk—of filling 
convenient TOP-WELL bottles, exclusive with Sheaf- 
fer writing fluid, from the handy quart bottle with 
patented Splatter-Proof pour-out. 


Quick-drying Permanent Skrip has no equal for busi- 
ness use! It saves on pen costs because it contains 
no harsh acid to ruin pens by eating rubber, metal 
and plastic parts. SKRIP makes all pens write bet- 
ter, last longer, require less servicing! SKRIP keeps 
pens clean by not allowing them to get dirty! And 
SKRIP dries so fast no blotter is necessary. 


For efficiency, economy and permanence—make sure 
that Permanent SKRIP is used for all your business 


records! 


SHEAFFER'S SKRIP—Successor to Ink 


SHEAFFER'S SAzp 


W. A. SHEAFFER PEN COMPANY, FORT MADISON, IOWA 


When writing advertisers please mention Orrice Equipment Dicest 
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Speeding Office Output 
(Continued from page 40) 

special questionnaire form was designed which contained 
some 30 questions, and to provide a studied answer to these 


questions meant that all phases of the job had to be care- 
fully considered. 


6. Measuring Work and Time 

The measurement of work and time by the process of 
resolving each piece of work into separate units of perform- 
ance and determining the standard time for that perform- 
ance involves a thorough study of the details of every 
operation and every work form used for each and every 
paper work job, and separates the mass of office detail 
into clear lines that can be made into a definite pattern. 

Schedules of time standards for office operation should 
be predicated on normal expectancy—or average time con- 
sumed by competent operators working on good equip- 
ment. Naturally, the time standards must be ones that 
can be met in the day-to-day operations. As such, they 
are a protection for all operators, because standards fixed 
in this manner put no premium on any speed-up process. 
Standards give positive proof of the sufficiency or shortage 
of equipment and permit equitable distribution of work 
among employees. In short, the measurement of work and 
time makes efficient office operation possible and easy. 


7. Assigning the Work 

Assignment of work is the last of the seven steps in this 
plan of simplified office procedure. 

Assignments of work to individuals based on a guess or 
estimate results in unbalanced operation and peak loads. 
But, when time and work are measured, it is readily 
apparent just how much of the time of an individual opera- 


tor is already taken up, as well as how much of the 
will be required for performance of additional tasks to 
assigned. Planned assignment of work to office operatoy 
becomes the scientific process of fitting jobs of know 
dimensions to available time. 

It is important to occupy the time of each operator 
comfortably but, in assigning the work, care should be 
taken to allow for those factors that because of acceptable 
standards cannot be readily set or are difficult to measure. 
These factors include such things as unexpected absence 
from work, unusual disturbances, delays caused by break. 
down, checking details, correction of errors, review of 
finished work, and similar time consumers outside of 
measured details of the job. It is easier to recognize these 
factors and fix a time allowance in total than to determine 
standards for them which could be achieved. 

This plan described to you has been tried not in one, but 
in a number of places and, without exception, wherever 
adopted, the results have exceeded expectations in (a) re 
ducing hours required to do the work; (b) lessening the 
number of pages of paper needed to process the jobs; 
(c) improving the quality of the work. Savings of 25 per 
cent in hours required have not been unusual at all, and 
even greater reductions than this have been made in paper 
requirements, while errors suffered a severe shrinkage. 


Supervisors Hear Election Speakers \ 

Prominent speakers gave 15-minute talks on election 
subjects when the Transcription Supervisors Association met 
for its regular dinner meeting October 9th at the Hotel 
Sheraton, New York. 

The legislation chairman, Mrs. Irene W. McGinty, secured 
the following speakers: Miss Josephine Schain, represent- 
ing the Democratic State Committee; Mrs. Dorothy Rackoff, 
Republican State Committee, and Mrs. Charles Towns, New 
York City League of Women Voters. 


Wood-fibre base — 4» a 
brown grained finish. ae 
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. .. for writing ease your 


desk workers appreciate 


Both base and desk set are made of 
non-critical materials — yet you can 
depend on them to give your em- 
ployees all the well-known Handi- 
pen satisfaction. Choice of ivory, 
black or crystal glass. Set alone, with 
base, or double set with base (illus- 
trated). . . . Your stationer has a 
supply of these handsome sets—at 
prices to suit you. Order from him 
today. Also ask about the Steeless 
Kleradesk. 


Glass indestructible by 
ink acids. Set holds 


two ounces of ink — Sengbusch Self-Closing Inkstand Co. 
fs from any Gomis §— 955 Senghucch Bldg. Milwaukee, Wis. 
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BEFORE ‘FM O-t-TIS*" 
DOES THIS TO YOU.. 


ileal ee 
OF FIC E MGR. | 


cet rour FREE COPY or tHe NEW BOOKLET 
THAT MAKES FILING QUICK... EASY... ACCURATE! 


Dedicated to Secretaries and File Ohio. “Headquarters for Modern Office Engineering.” 
Clerks in Distress, this authorita- Safeguard System and Globe-Wernicke Wood Files are 
tive easy-to-follow booklet is en- perfect partners for easy filing, speedy finding, effortless 
titled ‘‘Find-i-tis*, Its Causes operation. 

and Cure.”’ It makes clear the 

basic principles of successful filing, BUY THAT WAR BOND NOW! 
and is a guaranteed time-and- 
temper saver, regardless of the fil- 


f ing equipment now in your office. <" 
— You'll say it’s worth its weight in gold—yet it comes to you . 
di- absolutely without cost or obligation. Ask your G/W 
ry, Dealer, or write today —on your company letterhead, please 
ith —to the Globe-Wernicke Co., Norwood 12, Cincinnati, 
lus- 
sa *Inability to find what you have filed. 
—at ; 
Cas —— 8 «=——( ee iss pi SYSTEMS | 
Wis. 
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METHE FINEST MARKING AND 
MEICHECKING CRAYON MADE! 


like all Gold Medal products, are the 

finest crayons of their kind. Free from grit. In- 
delible and waterproof, or washable, as’ required. 
Made in a wide variety of types, shapes and colors 
for every imaginable marking purpose. 


Extensively used today in: 


SHIPPING ROOMS BOMBER PLANTS 
TANK PLANTS SHIP YARDS 


RAILWAY SHOPS FACTORIES 


For Marking and Shipping Boxes, Crates, Bundles, 
1 Paper Parcels, Shipping Tags; for Marking China, 
Se Glass, Tin, Metal, Textiles, Leather, Cellulose, Wet 
: and Dry Lumber, Rubber, Paper; Oily, Wet or Dry 


GOLD MEDAL 
PRODUCTS 
LEAD ON MERIT 


i Surfaces; for use in Bowling Alleys. 


Write us if you have a special marking problem. 
Send for Catalogue illustrating full line of crayons, 


chalks, paste, water colors, etc. for commercial use. BINNEY & SMITH CO., 41 E. 42d St., New York 17, N. Y. 


OTCHKISS STA 


a : so Anyway You Look at Them 4 
They're “The Reflection of Perfection 


wee eg 


" I NORWALK, CONNECTICUT 
[on RES BREE Sand. "Plonmers fg. all shots Jeet in Stoplingt 28. e 
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with a background of Craftsmanship...brings to prospective purchasers and many 
thousands of Fridén users...PERFORMANCE and DURABILITY. Demanded of 
Business and Industry today are intricate Payrolls, Inventories, Invoice Percent- 
ages, Expense Distributions and the accurate figures for Governmental Reports. 
These are speedily produced on Fridén Calculators that are AVAILABLE when 
applications to obtain delivery have been approved by the War Production Board. 


Telephone or write to your local Fridén Representative for complete information. 


Fridén Mechanical and Instructional Service is available in approximately 
250 Company Controlled Sales Agencies throughout the U. S. and Canada. 


FRIDEN CALCULATING MACHINE CoO., INC. 


HOME OFFICE AND PLANT+ SAN LEANDRO, CALIFORNIA, U.S A.+ SALES AND SERVICE THROUGHOUT THE WORLD 
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The new, post-war 
synthetic rubber cement 
introduced and sold 

at the N. S. A. Convention 


The first artist's cement 
of its kind, a new syn- 
thetic rubber cement that 
defies oxidation, thus as- 
suring permanence and 
safety in mounting photo- 
graphs, drawings, labels 
and other valuable pa- 
pers. Its clear, transparent 
film will not wrinkle or 
discolor thin paper. Any excess easily 
rubbed off with finger. 


Available now at your usual source of 
supply in 4-oz. bottles (with brush) and 
in pint, quart and gallon containers. 


Ask for copy of booklet containing actual 
samples of oxygen bomb test, proof that 
SUPERGRIP defies oxidation. 


GE CHEMICAL COMPANY 5. 1 
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understanding and decision, and knows the truth, the 
whole truth, and nothing but the truth. When I read of 
the “go-getter” I often wish I knew the opinions of those 
who were “got.” Any way you look at it, decision must 
be based on fact and understanding. I would hazard the 
opinion that at least some of the dissatisfaction in forms, 
questionnaires, instructions, and procedures which involve 
the general public and the so-called bureaucrats really 
stem from a lack of understanding of the simple office de- 
tails at the source. 

Then those who are making progress in this vocation see 
clearly another big wave coming up in the recognition of 
office management as a profession and the formal certifica- 
tion of the office manager. The requirements of the pro- 
fession are fairly well explored. There are the vehicles 
for an interchange of new ideas and information. A really 
large body of knowledge is being accumulated, as you 
know, although much of it still needs more definition. 
Management is becoming alert to the importance of this 
specialized field of endeavor. You see the evolution is 
continuing. Much remains to be accomplished, however, 
in the way of adequate formal education and the means 
for formal certification, which I think should be founded 
not only on this education but also on some form of intern- 
ship in actual working conditions. 

At present no course of business administration gives 
adequate hours or instruction to cover this primary list 
professionally. What is a chapter in a text book must 
become a text book in itself. It may be a long time before 
an adequate pre-office management course and a detailed 
course of office management can meet the great demands 
upon the curriculum. We must remember, however, that 
World War II has also shaken educational institutions sub- 
stantially, and we may expect new and realistic results. 

When this formal education arrives, there will logically 
come the pressure for certification of the office manager in 
a form that will be recognized by management. I hope that 
there will also be an emphasis on practical application of 
theory under working conditions. We should certify only 
those who can do as well as know. Certainly it is that 
with higher position comes greater responsibilities and 
the future office manager must be a technologist as well as 
an administrator. Top management will require that he 
come to the organization with some standing in the pro- 
fession. Many things must be worked out before that 
time, but there is no reason for pessimism. 

There are more waves on the horizon and without doubt 
I do not see them all. In brief here are those which I have 
been describing. Office management has developed under 
a variety of office organization and I hope I have not over- 
simplified the description. 

1. The office, especially the large office, requires a spe- 
cialized knowledge to meet the expanding complexities of 
routines and practices. 

2. The specialized service is best afforded by a central- 
ization of the responsibilities, not necessarily in one loca- 
tion for all office work, but where the office manager can 
render auxiliary service to other offices. 

3. The office manager should have a position in the 
organization structure generally on a par with the offices 
served and should recognize that the office is not an end 
but an aid. 

4. The office manager should have staff assistance to 
investigate facts and factors that make up decisions. 

5. The field is large and varied and is in the process _ 
of definition and technical development, which points 
eventually to a professional status and certification. 
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Any similarity is not purely coincidental! 


We'll grant you that they’re not the 
same—a bombsight and an adding ma- 
chine. You couldn’t hit anything but 
the ground with the latter. 

But both of them are essentially cal- 
culating machines. 

It isn’t too important that the Nor- 
den Bombsight we make for the Army 
handles factors like plane speed, alti- 
tude, wind speed, air temperature, 
trail, to name a few. It’s equally sec- 
ondary that the Victor Adding Ma- 
chines we make in peace compute 
figures representing this many tons 
of steel, that many dozen eggs, how 


‘with any adding ma- 


much someone is to get on payday, 
or what have you. 

The important thing about both 
these machines is their ability to come 
up with the right answers—every time. 

Yes, you can say that because of 
the Norden Bombsight’s complexity, 
because of the mathematical mir- 
acles it performs, it doesn’t belong 
in the same room 


chine. And you're 
right! Nothing like 
getting first things 
where they go, first. 


But when the war is won, Victor 
Adding Machines will be built under 
the same roof that housed the Norden 
Bombsight . . . and by the same crafts- 
men...using the same precision 
know-how. 

You'll get a lot more for your 
peacetime adding machine dollar. 
And that won't be coincidence, either. 


VICTOR ADDING MACHINE CO. 


Conserve your adding machines by having them inspected and cleaned 
at regular intervals by your local Victor dealer or factory branch, 


STILL WORKING WITH RIGHT ANSWERS 
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» settling and opaque. 
% The blackest ink you ever saw, drying quickly with We 
2) absolutely no gloss—perfect for reproduction. ae 
3 Write today for American eae Catalog! Dept. G-2 a 


tics een de 


THE AMERICAN 


NEW YORK 


wherever used, because of their ex- 
cellent marking qualities on all 
glazed surfaces. This “GB” No. 
1017 is also used by artists and 
teachers for sketching and quick | 
painting effects. The famous paper 
wrap strengthens and protects the 
soft velvety lead and makes sharp- 
ening easy and quick without waste. 


Sell “GB” China Markers—they 
serve many purposes and give your 
customers utmost satisfaction. 


> OPAQUE 


Repeat sales—come easy once your customers try Ae 
Prang Drawing Ink. The perfect ink for draftsmen 


artists—smooth flowing—non cracking—non- 


1706 HAYES AVENUE SANDUSKY, OHIO 
SAN FRANCISCO "ALLA 
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The fine American pencil 


with the fine American name... 


TICONDEROGA 


Jcserh Dixon Crucible Co., Dept. 6-39, Jersey City 3, N. J. 
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SAVES AUDITOR'S TIME! 


The purpose of this new Wabash 
Index is 


1. To make possible quick reference to 
checks. 
a. To save auditor's time. 
b. To quickly prove payment has been 
made. 
2. Pays for itself in time saved. 


3. Any office having 300 or more checks 
a year needs this. 


4. Your Wabash dealer will tell you 
more about it. Transfer time is a good 
time to install a Wabash Check File. 


peddens 


MRT 
“ALL THE QUALITY THE MONEY WILL BUY” 


STAEOTLER,I 
53-55 WORTH STREET 
NEW YORK,.N.Y. 
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Trey trryee 
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C-THRU POCKET 


SLIDE RULE 5Qq 


Exclusive in 
Price—Quality—Precision 


The body of the slide rule has the 
A and D scales and on the reverse side 
the S, L and T scales. Equivalents 


settings are under the slide of the 
body. 


The slide has the B, Cl and C scales, 
also a six inch scale on one edge and 
metric scale opposite edge. The 
under side of the slide has decimal 
equivalents. 


The transparent cursor is marked 
with a hair line in the center. 


A huge market is open for this 50c 


precision made slide rule. Rush your 
order. 


poeuceas coaiuuas coteceds ceuusue? tosetea: tuuuuaun casks 


“SPEE-DOTTER”™ 


SPEE-DOTTER rushes the finished work of draughtsmen, architects, 
engineers, designers, artists, students, layout men. With SPEE- 
DOTTER they get accurately dotted lines in a split second. 


Made in two sizes, desk size |2'', pocket size 2''. 
on file for early delivery. 


Get your order 


ULERS + TRIANGLES © MAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS + OTHER DEVICES 


Kadet inp 


tae + F OR: Oo, ¢ @. ooo. 


points your way 
toa great line-up o 


QUALITY PENCILS 
for ECONOMY 


MINDED 
BUYERS 


Features 


Made of specially selected 
graphite that insures daylong, 
smooth writing quality. 


Brilliant blue plastic ferrule 
and red, no-smudge eraser, 
bonded by special process. 
Will be permanently affixed 
during entire life of pencil. 


Only 5c pencil made in a 
wide range of 6 degrees for 
every writing need. 


Sold only through regular stationery 


dealers. 


Dept. N4 


Manufactured by 


NCE PENC iL CORP. 
MT. VERNON, N. Y. 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


CAN'T HAPPEN: 


with: 


_ patented lead ond 
- special bonding — 
process make if 
28%. to 75%. 
. stronger... Made — 
© ina wide range ~ 


THIS 


when you write 


2 


of six degree 


Also makers of a 
complete line of 
black and colored 
lead pencils. A 
complete cata- 
logue illustrating 
and _ describing 
the most popular 
numbers in line 
will be sent you 
upon request. 
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Efficiency Style Economy 


‘ It’s somewhere _ 
in the file!’’ 
_ > Be ee 


ostectrvuk 


DIP-LESS Writing Sets 


V 
Check these peduantages / 


Vy It is always ready to write, and will 
write a full page without dipping. 


There is an Esterbrook Dip-Less point 
for every writing style and every writ- 
ing task... easy replacement...low cost. 


Vy Can be filled from any ink bottle... 
There’s no fussing and fuming over misfiled holds an average six months’ supply. 
correspondence if the BARKLEY FINDIT 
SYSTEM is used. Both efficient and econom- 

ical, its flexibility and completeness makes it Vy 


adaptable to all requirements. So simple in 


It can’t leak...it can’t overflow. 
Evaporation is at the lowest possible 


operation that any correspondence is instantly point . . . and the well is easy to clean. 

f and obviously available. 

Made up of permanent Control Guides, Mis- \ aon tes oe quality has 

cellaneous Folders that bear the number of the m put into the construction of the 
control guide so they can’t be implaced, In- set...1t 1s substantial, efficient and a 
dividual Folders for important accounts, and handsome addition to any desk. 


permanent Individuals name guides for the 
most active permanent large correspondents. 


Fill tt Once... Write for Months 


nw ee 


THE ESTERBROOK PEN COMPANY 
28 Cooper Street, Camden, N. J. 
The Brown Brothers, Ltd., Toronto, Canada 


oev"vlvIv”TC—UC IwhOOrlUeC [SS hC<CSYF 
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THE HOME OF QUALITY PARK ENVELOPES 


FACTS ano FANCIES 


By McGillicudy 


Some smart fellows got out their slide rules and 
estimated how many envelopes are being used 
this year — and the rule said, “Somewhere 
above 30 billions.” That's a lot of envelopes — 
and all of us here at Quality Park are a bit 
proud to have a part to play in such a big 
activity. And when it comes to the part we 
play, we are just as proud of the Quality as 
the Quantity — maybe a little more so. 


In the type of envelopes we manufacture, Quality 
comes first. Hand work is essential on many of 
the envelopes we make—that takes time. We 
can't claim to be the largest manvfacturer in the 
country ...and modesty keeps us from saying 
anything about the best. 


The important thing is we are still making 
envelopes here at Quality Park — they are still 
Quality envelopes (and always will be) — and 
we're managing to meet your requirements 
pretty well (we hope). At least we're doing our 
level best and are being fair to all dealers. 


By the way, someone has been telling stories 
about my dog playing checkers. It’s not true! 
Actually, the dog can't play checkers—chess is 
his game. 


How’s your postwar planning coming along? 
As you make plans for bigger and better 
business, remember to include Quality Park in 
your plans. We'll be on the job to see that 
such familiar names as Leatheroid, Champion 
Clasp, Blue Line Air Mail, Air Way Express (to 
name just a few) are on your shelves. 

We are doing a bit of postwar planning, too—so 

don't be surprised when Quality Park springs new 


ideas—such as the QP Kit. (Sorry, that's all | can 
tell about it now.) 


Sold through dealers only ! 


__ wae ol 


} St. Paul 4, ol then 6, Mlinois 


Weill 
be 


there! 


You hear a lot about the wonders of 
the post-war world. Right now we 
don’t know how many of them will 
come true, or when. But one thing 
you can count on—ACCO will be right 
there in the forefront of the parade of 
progress. 


For ACCO has always been a pioneer. 
ACCO leadership and ACCO quality 
have been the standards of the indus- 
try. And ACCO expects them to be 
maintained. ACCO Products in the 
past, in the present, and in the future 
have been and will be the best you can 
get in their class. Begin now to 
standardize on 


%& FASTENERS 


Accobind 
% FOLDERS 


Accopress 


te BINDERS 
te PUNCHES 
te CLAMPS 

te PAPER CLIPS 


ACCO 


PRODUCTS, Inc. 


39th Ave. & 24th St. 
Long Island City, N. Y. 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 
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For Smarter Sales Presen- 
tations, Catalogs Manuals, 
Price Lists 


USE 
y Meh 


sHeeT | ce 


tj 


- Cash-in on— 


» Height 15” 4 
Top Diam. 12” 
Bott. Diam: 10” f 


Popular office size 
Strongly built waste 
‘basket, appropriate for 
executive and ‘employ: 


= 


eee use, 


Bsgene Ss ee ely ae 
No. 10° 30” x.14” 
Ne. 10V 30” x.12” 


Sturdily constructe 
general: utility: basket 
suitable. for use in lava- — 
tories and wherever 
towels or: other waste ~ 
‘material accumulates . 


Colors: Brown and 
“Olive Green 


gta ie 


Visiflex Sheet Protectors guard against 
soiled pages and provide a smarter appear- 


16” x 30" 
ance for all frequently referred to sales pre- Bie) ee 
sentations, manuals, catalogs and price lists. — eet 6 ee 
They are light, extremely flexible but with 4 —_ ; 
triple binding edge to provide strength } — Wlarge capacity 
where needed. : : 


-tee- enforced 
-. basket for gen- 
eral industrial 
and commercial 
use — byilt to 


Sales executives planning their promo- 
tional material should consider the advan- 
tages of Visiflex Sheet Protectors for all 
loose-leaf books used in sales work. They 
are available in a wide range of standard 
sizes, through your stationer. 


6 Penna 


Visiflex Sheet protectors 
are easy to insert and 
the triple binding edge 
adds strength where it 


is needed. 
an AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS and 


ACCESSORIES 
SHOP TICKET HOLDERS 


’ 
« 
P & Yythe 
503 'S. JEFFERSON ST., CHICAGO, ILL. 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 


218 Greenwich St. New York 8, N. Y. 
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“I am using your fine film stencils When you have a Stencil that customers like so well 
they tell others about it-YOU’VE REALLY GOT 

in my office and the satisfaction SOMETHING! 

TEMPO is the line that brings “repeat’”’ business—the 

an effort to get everyone else in most complete line of stencils with or without film! 

this territory started using this All stencils we make are sold only under our own 


brand names. This is a protection to you. We sell only 
kind of stencil." through dealers. 


(A USER IN COSTA RICA) 


that I am getting prompts me to make 


WRITE TODAY FOR PRICE LIST AND CATALOG 7 


MILO HARDING CO. 


436 WEST PICO BLVD., LOS ANGELES 
317 THIRD AVE., PITTSBURG 


MAKERS OF THE FAMOUS TEMPO FILM STENCIL 


November, 1944 


) an % eS re = 7 Se Ne ates we Tew Tee Ag)? Se ee eS me? 
: Di, ee ans as a a eo ere . a Bal oh a ora ee a 
ENT hae |) eae epeotne ae a Bh ieee & eee” Syeane ao, ae, 
‘: < ny . 
Me : Ce Ae all i? ee lll 
: - ne Sl! ee ae Pe a eee” tN ae EBS Se aa. ‘ 
: A ee oc a ae. 
Sie % se fae ea meey te nif wa: oar ng mess: BRS 
i ae, ae 3 Meee petro gud pese ” Bee ge ee ree ates ee Nn eon 
i a Ge 
: r Poet ay io otal 4 ae ai .? oun 2 : * eet . . by ol re Sot + rf ‘F 6 whe Re Ys + ee ee ‘ iy “a + 
i * ® Have i) - es a Re yor WAS Oe ee 2 eee Reet ik ae Ber ¢ a 
: pwr — ff . a 
i mo Ba, ia 
en ; — Sea es 
oe ae ; ee 
A —— : a 
a — F ee: a | 
j —— 5" es 
—— oe ’ - Ry 
— : aa) 
e x. . a 
) oe Type BAND DATERS a 
Ss = . — Ss | 
eS —_— oe “s vie 
" is * | = : =a | 
a. — pressions; “ ; 7 
| 9 ee ae a aguishing ——— q 
: * : he Stare ordinary .) EE { aa 
ie ’ : n Superior from \\ Batts <r t ‘ a 
a Shee se eee ters. Te bei Bae >} t a 
; = P ” TRIUMPH [i a 
: ‘A oe D ATERS - ot . ’ \ : ey 7 
| e lic op ge og al a 
ae ‘a. F. * and energy, » ¥x h 
: Re 1 - wes time ‘a 
‘ : - a a By i-ge 4 \ ne oe in one —ae4 a 
. : A bh rubber stamp, — | 
.. ' | unit . and numberer ; ae 
an “2 ' ‘or daver). One unit, _ a 
. a. (or dater). — 
ae stion. Ask to see p = 
. — one OM 
he a ———————— Triumphs in action. —~ n 
fei a ' > : . : ** ¢ m iad : “ y “TA : “a ; 
| ae <* ae Oe ae ‘ a BP: ht r \ jR ee 
is: eee, Ee aco ae ‘ ‘ 2 ints Siok SES SNE oS On : La oe : ae . 
: ES Re a eee PR ee oe Ae ae ee fe es pa eee 
2 SSO Te ee Ree wane ee atRE 1 | i .. Sao 
¢ SE ee a dash is hes Caen *» > Vee | eee . 3 
da : [> Seo a aah Hh, BELPER ao LN yet a. feet 
ie co! a - as, 2c Se Se Seamer pe . irae? a 
: -. iam ee Sy ee Bia So. RE Sa aot pa i aa - oe B yf ar = ae 
- rn oe ‘ nets ar ee = = i aor ae 
YOUR CUSTOMERS ARE YOUR BEST SALESMEN — 
ie a “a : ‘ « en Ee a - 
- as: eee oe - Sr a Me 4 ee 
ce Le TEMPO STENCI . 
oe ee “ae j i eas, > a 
. — ag - es gu Sia — 
~ lie) 2 eae f er? rai J os Bn nea i ~ ee ha. | See ee rae = * 
“ et E] 
y 
; ale 
ee ay 
ia | i a 
, 1 STENCILS = 
j N 
i : 
: oe 62 OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers PF 
a an Se ae Pe aes Ss - a eS, eerie Oe he i Po Aes Se ce . 
i hs) | BS > ee Ce _— 2. aoe Yee 5 tee | Sai ea ea Bee aie 
. teen Saat EP oe ie ue ee . 2 aed Boe cs eed - er ie 
: i yt cia ee ee eee 3 le eo E Bie . ae oie eo, ee a : a agers 
ty ‘ = E ey ™ i yi i sl ere Bie i a ee i r ee Re 


Cit 


Pushing to make 
grade on deliveries 


So don’t take it for granted that you can’t get 


an Error-No—sometime soon. We’re still busy 
with war work, of course. hes No 
- i 


Yet we are able to accept new orders for early 
production of high quality, all steel Error-No 
line-by-line copyholders. 

Despite most careful planning, production 
schedules are hard things to control these 
days. We don’t want you to expect miracles, 
even though we will gladly accept your Error- 
No order. As to delivery date, we can’t be 
definite, but you may be agreeably surprised. 


Other well-known Hall-Welter Products are CHEX- 
SIGNO (Check Signer) and SPEEDRITE (Check-Writer). 


“SWVISION OFTHE 


HALL-WELTER CO. 


 « $SBEMESTER SEN. YY... 


CAN BE PURCHASED WITHOUT 
PRIORITY OR RATION CERTIFICATES 


Rebuilt 


DICTAPHONES 
EDIPHONES 


SINCE 1923 
QUALITY REBUILTS 


CLEARTONE CYLINDERS A stock of approximately 1,000 machines, of 


Our economical, lined, smooth textured . 
whgitaneamaaousenmedl Some all models, to choose from. Obtain modern 


is the ideal cylinder for dictatin ion. i i i » 
rs te or scone Groen efficiency and voice clarity through the pur 
order. chase of our guaranteed rebuilts. 


AMERICAN DICTATING MACHINE, Co., Inc. 


235 FIFTH AVE., NEW YORK, N. Y. 


When writing advertisers please mention Orrice Equipment Dicest 
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4 TIME! 


bp mail-handling department is the heart of your office 

Qn it depends the smooth functioning of every part of your 
organization, Move’ it out of the “‘woodshed.”’ Give it the place 
of importance ‘it deserves so that it will handle both incoming 
and outgoing mail smoothly and speedily. 


ELIMINATE DE- 

LAYED DISTRIBU- 
TION of mail by getting 
rid of antiquated mail- 
handling facilities. Your 
mailroom will never keep 
pace with the rush of bus- 
iness just ahead unless it 
is geared to handle mail 
FAST! 


STOP WASTE OF 
Your _ office 
can’t get going on the 
day’s new business until 
incoming mail reaches the 
desks of your key men. 
Delayed distribution can 
waste plenty of time and 
money and slow up your 
entire office. 


GET RID OF THE 

4:30 JAM in your 
mailroom! “Woodshed” 
mail-handling methods 
mean missed trains and 
planes for many a letter 
that hits your mailroom 
late in the afternoon. 
Result? Lost business and 
good will. 


PLAN NOW TO MOD- 

ERNIZE your mail- 
room—to move it out of 
the “‘woodshed"”’"—with U. 
S. Postal Meter machines 
andmail-handling systems. 
Our specialists will gladly 
help you plan your post- 
war mailrodm now, with- 
out obligation. 
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When Veterans Return 


Epitor’s Note—This concludes the article by Dr. William R, 
Spriegel, which was begun in the October issue. 


Send for the special film of the Caterpillar Tractor Com- 
pany showing how they use the handicapped. It should be 
seen by every office manager. Better still, the Office Man- 
agement Association of Chicago should pool the experience 
of the members and make a film showing how the handi- 
capped can be used in office jobs. If your association would 
undertake that responsibility, and do it, you will render 
an undying service to other office managers, to America, and 
to the returning handicapped veterans. Think it over. It 
will be a real challenge to you, and well worth your time and 
trouble. 


“Blind persons have been used to transcribe dictaphone 
records. One-armed persons have done good work as stock 
clerks, accountants, and file clerks. 

The loss of one eye is no handicap. A lot of people think 
a one-eyed man is no good. Well, some one-eyed men are 
no good, and some two-eyed men are no good. I happen 
to be a one-eyed man myself. Not many people use their 
eyes more than I do, but I only read with one eye. I happen 
to be a veteran who lost one eye as the result of a major 
operation. 

The loss of one or both legs may not offer a serious handi- 
cap to most office jobs. 


The big problem of many physically handicapped persons is 
not their handicap, but their emotional unbalance that ac- 
companies, or is associated with, their physical infirmities. To 
handle such persons requires sympathetic understunding, pa- 
tience and group consideration. It is at time a discouraging 
problem, but it can be done. 

Then you have those persons who suffered no physical 
handicap but suffer from various stages of mental or emo- 
tional disturbance. In other words their physical condition 
is all right, so far as you can find out, but they are not right 
mentally. Now I say, “right mentally”—I don’t mean crack- 
pots, but disturbed individuals. They find it difficult to settle 
down to the old routine. Some come back with the attitude 
the country owes them a living. I beg of you be patient. 
This phase will pass in a relatively short time in most cases, 
so far as business men are concerned. 

Then you have the person who is afflicted with a desire 
to be on the move. He has trouble settling down. I can 
sympathize with that fellow. I suffered from that same ail- 
ment myself. Use him courteously, sympathetically; make 
use of his interest to be on the move by participation in 
bowling team activities, fishing, or engaging in outside activi- 
ties. He too will settle down in time, but do not treat him 
too harshly. : ; 

Then you have the man ‘who-has periods of elation and 
depression who normally is all right. Study him and do not 
give him assignments that are too difficult for him. Avoid 
severe censure or unpleasantries. He will usually adjust. 

Now let’s look at the community problem. It is not a one 
company problem, neither is it the responsibility of any single 
individual. It is a community problem. The returning veteran 
is not the sole charge of any one company, but the respon- 
sibility of the entire community. You should participate 
actively in the community effort. High grade counseling is 
needed to help fit them to their civilian roles. 

Governmental agencies cannot create jobs, but they can 
act as clearing agencies to help channel men to the available 
jobs. Cooperate with them. The thing that is disturbing me 
a lot these days, is the constantly recurring question, “what 
will the Government do about it?” The Government can do 
very little, except create WPA jobs, leaf raking and that 
type of thing. Cooperate, but remember it is not Govern- 
ment’s responsibility. It is yours, and mine. 
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BUY quality 


RIBBONS - ROLL PAPER 
CARBON PAPER 
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BURROUGHS DISCOUNT 
PURCHASE PLANS 


Burroughs’ intimate knowledge of busi- 

ness machines in action established the 

exacting specifications of quality which have 

always been characteristic of Burroughs supplies 
for business machines of all types and makes. 


These supplies are available to you under Bur- 
roughs Discount Purchase Plans at savings of 
10% to 40%. You enjoy the best in these fine 
supplies (and, incidentally, save storage space) 
because Burroughs delivers them fresh to you as 
you need them. 

For full details on Burroughs Discount Purchase 
Plans, telephone your local Burroughs office or write 
Burroughs Adding Machine Co.. Detroit 32, Mich. 
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- SUPPLIES FOR BUSINESS MACHINES 
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The fine American pencil 
with the fine American name 


TICONDEROGA 


Joseph Dixon Crucible Co., Dept. 6-310, Jersey City 3, N. J. 


When writing advertisers please mention Orrice Equipment Dicest 
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NOMA Issues 1944 Proceedings 
Recently issued by the national office of the National 
Office Managers Association are the 1944 Proceedings, a 
volume of more than 170 printed pages of addresses, discus- 
sions and exhibits taken from the national conference in June. 
Talks on various phases of office problems such as Job Evalu- 
ation, Merit Rating, Payroll Problems, Future Training Pro- 
grams by outstanding authorities appear in full. A special 
feature of the book is a 2l-page section with illustrations 
and descriptions of work saving systems, devices and gadgets. 
The price of the book is $5, and orders should be addressed 
to W. H. Evans, secretary-treasurer, National Office Manage- 
ment Association, 2118 Lincoln-Liberty Building, Philadel- 
phia 7. 
The NOMA has announced the addition to its permanent 
staff of Hugh Hamilton, who will make his headquarters at 


the national office and will act as research representative 
and coordinate the activities of the seventy chapters 
located in the principal cities of the United States and 
Canada. 

Born in Scotland and educated at the Glasgow Athenaeum 
and the Glasgow and West of Scotland Technical College, 
Mr. Hamilton has been a resident of the United States for 
many years and has had a long and varied experience in all 
phases of office management. 


Burbott President of Controllers 
Edwin W. Burbott, assistant secretary and controller 
of the A. B. Dick Co., Chicago, has been elected president 
of the Controllers Institute of America. 
The election took place at the thirteenth annual national 
meeting of the institute. 


OFFICE NECESSITIES 


150 Standard - 152 Midget 
STAPLE REMOVERS 


Send for Catalog 
of Tools that give . . . 


eee ‘ ore P. ower fo You!” 


THE WILLIAM SCHOLL 
STATIONERY TOOL DIVISION, 


=z 


The Acoustor Cabinet does more than silence business ma- 
chine clatter. It affords built-in fluorescent lighting, elim- 
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inates vibration and shuts out outside distractions. Standard 


" POST MANY MORE FIGURES EACH BAY : 
>... thanks to the ACOUSTOR a, 


Control CABINET” 


— mo Sage a aw pe a BO 4 


When you reduce noise, you improve efficiency 
all along the line. Operators make less errors, as 
proved by actual surveys, and customers approve 
blanket: quietness. ‘ 

The Acoustor Cabinet absorbs noise at the source. 
Placed in position in a jiffy over any standard busi- 
ness machine, the Acoustor positively shuts out 
clatter forever and provides golden quiet. 


No remodeling necessary . . . adds beauty as well 
as efficiency to any industrial depestment, bank, or 
commercial house, whether you install one cabinet 
or several. 


Nine out of ten office managers who try one 
Acoustor Noise Control Cabinet, order addi- 
tional cabinets. 


To get low price and other information promptly— 
Write today 


Ac 0 T C] OR B ee. 


YOUNGSTOWN, On 
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NOW IS THE 
TIME FOR ALL 


Progressive 
Business Men 


TO PLAN FOR 
Better 1945 
Business witu 


Ceocd 


Visible Records — 
in 
Visible Binders 


Wartime Proven Superiority for Capacity * 
Security * Speed * Portability * Ready Refer- 
ence * Economy * Time & Labor stag 
WRITE FOR LITERATURE 


The C-€- SHEPPARD CO. 


** 44-07 213! Street.» LONG ISLAND CITY. N.Y>- 
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*® 500 RED ohio 


ft wes 


5 PROCESSED 
K LEADS— 
5 THEN 
fa You wit 
aa CLEARN 
a REAL 
PENCIL 
SATISFACTION 
* 
FOR FREE SAMPLES 
WRITE TO US. 


‘ASK YOUR DEALER. 


* 


| NATIONAL PENCIL COMPANY 


Manufacturers for 20 years 
SHELBYVILLE, TENNESSEE 


220 Fifth Avenue, New York 


When writing advertisers please mention Orrice Equipment Dicest 
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The demand for this precious commodity will 
INCREASE. Go over your stocks now: we are in 
an enviable position to take care of you in many 
departments. 


for IMMEDIATE DELIVERY 


@ OXBERRY MANILA @ SUNKIST LEGAL PADS 
@ CATALPA BOND @ HYMARK ENVELOPES 
@ HYMARK MIMEO Clasp, Coin, Officials; 
@ HUDSON MANIFOLD Catalog, Red Fiber Ex- 
@ DAHLIA BLOTTING panding 

@ CONSTRUCTION PAPER @ FOLDERS @ INDEX CARD. 
@ DRAWING PAPER @ USONA & SOLITE 

@ CATALPA BOND PADS Typewriter Paper 


Manufacturers of 


“HYGRADE” 


WATERMARKED 


ADDING MACHINE ROLLS 


| FILE FOLDER ADDRESSING 
i) 


LABELS 

: “Duplistickers” 
/ CUMisTIENees faster—more ical—81, x ll 
sheet —Gummed & Perforated — 33 
labels—27/," x 1” to the sheet—(825 
labels to package) Retail 50¢ pkg.— 
white, green, blue, pink & canary. 
1 dozen pkgs. of color to box $3.75 
per doz. 


COMPLETE DESCRIPTIVE CATALOGUE OF “EUREKA 
BOOK-PAK” LABELS SENT ON REQUEST 


Distinctive 


STATIONERY 


Fast Sellers . . . Beautifully Boxed 


@ MONROE (W) LETTER 


Watermarked Laid Effect 50% Rag—Monarch 
Size, 100 Sheets; 60 Envelopes. 


@ LIBERATOR—Monarch Size 


No. 106 100 Sheets and 60 Envelopes. 
No. 100 100 Sheets and 100 Envelopes. 


@ COLORED VELLUM 


White, Ivory, Blue, Gray. 
Weaves, Lines, Diagonal. 
Stripe Effect, Deckle Edge. 


V-MAIL & AIRMAIL STATIONERY 


ail 


Please write for samples, mentioning your 
stationer’s name. 


L. HYMAN & SONS 
Paper Merchants 

102 Prince. St. New York 12, N. Y. 

45th Year of Hyman Service 


When writing advertisers please mention Orrice Equipment Dicest 


: HEADQUARTERS for _ 
OPTICAL SPECIALTIES 
& DRAWING INSTRUMENTS 


Daily more and more buyers call on "Compass" 

for optical & scientific specialties and drawing 

materials. No wonder . . . for “Compass” car- 

ries a complete selection of the well-known brands 
. Taylor, Spencer, Bausch & Lomb, etc. 


DRAWING 
SETS 


No. 8!4— Pro- 
fessional Qual- 
ity. Brass, nick- 
el plated. $12 
per set. Write 
for quantity dis- 
counts. 


MAGNIFYING 
GLASSES 


Clear, white oph- 
thalmic glass. All- 
black, one piece, 
plastic frame and 
handle. Just one 
of a great variety 
always in stock. 


MAGNETIC 
COMPASSZ 
Water proof, unsnk ILLUSTRATED 
cite case. with, brass LITERATURE 


bottom, etched scale. 
Sturdy, reliable. 

Ask about new plas- 
tic wrist compass. 


COMPASS INSTRUMENT & OPTICAL CO. 


268 FOURTH AVENUE, NEW YORK 10, N. Y. 


UPON REQUEST 


to YOUR 
RUBBER BAND 
PROBLEM 


Keep cancelled checks, deeds, mortgages, 
insurance policies, vouchers and documents 
neatly tied together. 
PULL either end to tighten. 

PULL shorter end to loosen. 
PULL FASTENERS do not dry out, crack or break while 
in use ... eliminate the danger of documents becoming 
lost or separated ... used by Banks, Utilities, State, 


City, County Offices, Insurance Companies, Libraries, 
Railroads, Business Offices and Manufacturing Firms. 


Write for Samples and Prices. 


SCHLEGEL MANUFACTURING COMPANY 


277 North Goodman Street Rochester, N. Y. 
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THE ESSENTIAL TOOLS EVERY STENCIL 
MACHINE OPERATOR NEEDS 


KIT ecenacpae THE FOLLOWING 
1 32- Techn: Bain- 
2. 8 ¥ th . 


. 38 
$14A Shad’ pa plement .50 
‘ook +b ae yo 
igoia' Yer Kabel Lot Letter’g 
aide 


13625 4%” Kabel Letter’g — 
Gade ...ccccccces 1.75 


COMPLETE KIT, only. 
TECHNYGRAPH CO., TECHNY, ILL. 


1 40-Pg. Technyg’ph Let- 
1 24-Pg. T’hnyg’ph Shad- 
ys —— 


9000446000000008e 


- 26 
Guide Manual .25 


VATE 2. cccccccce $9.05 


Is Your Payroll 


Department Prepared 


for the new 1945 
WITHHOLDING TAX CHANGES 


Be Ready with the “EASY WAY” CALCULATOR 


All “EASY WAY” Calculators shipped after Nov. 
lst will be equipped with the new 1945 Charts show- 


ing at a glance the tax to be withheld on any employe. 
Compact and sturdy, it will do the work of many for 
4 cents a day. Nothing to get out of order. Official 
Governfent charts! Be sure to specify the chart you 


need: 
C0 Weekly 
(C0 Bi-weekly 
(— Semi-monthly 
(—- Monthly 
(CD Miscellaneous 


Retails at 


$13.75 


If your dealer can't supply you, write direct. 


HIATT-BUSH COMPANY 


P. O. Box 1571 


Tulsa, Okla. 


olde 
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ATTRACTIVELY PACKED 
IN REROLL DISPENSING 
BOX AND DISPLAY CARTON 


* 
12 ROLLS OF ONE COLOR TO CARTON 


a 
WRITE FOR INFORMATION! 


aed. for 
FILE FOLDERS 
UTILITY LABELS 
ADDRESSING 
MAILING LISTS) 
& MANY OTHER, 
PURPOSES. | 


wT 
tele 
nae 


Autocopy 


CLEANSING 
CREAM 


TRIAL ORDER—Send 
order for 12 tubes t¢ 


464 West Superior Street 


Mimeo and other Dupli- 
cating Ink stains, oil, 
grease, etc. 


Quick, effective, pleasa 
enjoys enthusiastic approval 
of copy machine operators, 
They like its thorough, yet 
gentle action, its pleasant 
scent and the way it keeps 
hands soft and smooth with- 
out disturbing nail polish. It 
has been tested, approved 
and adopted for use by 
many large firms including 
Bethlehem Steel, Timken, 
R.C.A., Inland Steel, Crane 
Co. and Ryerson. 


,Sne. 


Chicago 10, iit. 


When writing advertisers please mention Orrice Equipment Dicest 
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INKOGRAPH - 


BULLETIN *10 | 


For the postwar benefit of 
all dealers, we are keeping 
the name of Inkograph con- 
stantly and forcefully before 
the public . . . although current 
deliveries are limited. 


Our national advertising for 
this Fall will appear in 
fifty-three leading magazines 
having a total circulation of 
50,000,000. 


Today we are doing our utmost 
to give all dealers propor- 
tionate shares of Inkographs 
whenever available, and trust 
that a return to normalcy in 
the near future will permit us 
to supply full requirements. 


Inkograph Co., Inc. 
200 Hudson St., N. Y. C. 13 


Sched-U-Graph Improvements Announced 

Improvements in the design of Sched-U-Graph equip- 
ment, recently announced by Remington Rand, Inc., the 
manufacturer, will enable many manufacturers to achieve 
greater usage of irreplacable machine hours. This system 
is designed to provide a simple, accurate and economical 
method of loading and scheduling jobs to machines. Mathe- 
matical calculations are cut to the minimum and facts are 
presented in a usable, visibly charted form. 

According to the manufacturer, this system of machine 
load control tells instantly when machines are available, 
the load ahead of each machine, the jobs constituting that 
load, scheduled start and completion dates of each job and 
how much free time is available and the beginning and 
ending dates of that free time. 

A complete description of the machine load system, spe- 
cially written for technical engineers and production control 
executives, is available in Folder KD-320A “Sched-U-Graph 
Machine Load Control” now available from any local office 
of Remington Rand, Inc., or by writing to Systems divi- 
sion, 465 Washington St., Buffalo, N. Y. 


Ditto Names Two Sales Heads 

J. J. Williams, general sales manager of Ditto, Inc., 
2243 W. Harrison St., Chicago, has announced the appoint- 
mnet of R. J. Kirkpatrick, Jr., as field sales manager, and 
Edwin G. Harrison as printing division sales manager. 

Both are seasoned members of the Ditto organization. Mr. 
Kirkpatrick has been branch manager in Memphis, Atlanta 
and Philadelphia, and Mr. Harrison has been a salesman, 
branch manager and methods consultant for some twenty 
years. 

The creation of these jobs represents a continuation of 
Ditto’s program of expanding sales activities now and in the 
post-war period. 


IN TIME OF WAR 
PREPARE FOR PEACE! 


DATA FOR 
INSTANT 


They'll Give You Years of Service 
CHARVOS 


Fine Drawing Instruments 
at Reasonable Prices 


When you need fine drawing instruments, ask your dealer 
for CHARVOS, a name familiar to hundreds of the most 
competent artists and draftsmen in the country. Despite 
present conditions you will find an excellent selection at 
surprisingly low prices. 


Set $814 (illustrated above—Contains a hy 6” ay 

6” Divider; Bow Divider; Bow Pencil; Sew Fone yo 
Driver, Needles, Leads and Parts. Velvet-lined 7 aaa 
case 18.00 


Set 12—Contains 6” Compass; 512” Ruling Pen; 33 
Peach: 394" Se oes Si: 3S a a 
Velvet-lined 2-flap pocket-type case. $10.80 
Set pe Ay aes reg 6” Com ; 54%” Ruling ny Md 6” Divider 


“Pen Sere Device; 334” Bow Divider; 334” Bow Pencils 
3 a i oral Driver with Needle and Leads; hiwany 


JE ARTHUR BROWN & BRO. 
- 67 West 44th St., New York 18, N.Y. 
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ALL SERVICE BRANDS 
DATERS and NUMBERERS 


Starting with 1945 year bands will be ready 
for November delivery in new improved post- 
war quality. 


hg 
FULTON SPECIALTY CO. 


100 FIFTH AV.. NEW YORK CITY 10.N.¥. 
_ FACTORY AT ELIZABETH 1. NJ. 


al afhas ike 

Figuring the New Withholding Tax Deductions 
is EASY and FAST with the New DELBRIDGE 
SIMPLIFIED WITHHOLDING TAX CHART 


Automatic e Accurate e Answers 


GVARANTEED to comply with the withholding provisions of the 

New Individual Income Tax Act. The visible-index, hinged-card, 

chart system gives deductions at the highest possible speed with a. t 
precision accuracy. The large, clear print is easy on the eyes and be 
the new, special three-line grouping of answers insures accuracy a 
and speed. 

Available for weekly, bi-weekly, semi-monthly, or monthly payrolis. 

All editions include the daily and miscellaneous period deductions. 

16 hinged cards, base size 6'/, x 9/2. 


No. 533 Delbridge Simplified Withholding Tax Chart.......... $2.50 
(Specify weekly, bi-weekly, semi-monthly or monthly payroll.) 
OAs GED) oo .ccscctad ao % U4 coples ........... 47% 
ok re 42/2,% ‘50-99 copies ........... 50 
13B0 Caples .......0065 4% % 100 of more ........... 524 


Order from your Office Equipment Dealer 


DELBRIDGE CALCULATING SYSTEMS, INC. 
2502-10 Sutton Ave. St. Louis 17, Mo. 


MORILLA MATEMAL 
MATERIALS 
Headquarters for Drawing Sets 
"SUPER" ~ AL 
“VEMCO" Triangles 
“NORIS" — 
“CHARVOS" | saga 
Drawing Instruments 
“ 
- 
Drawing Papers SUPPLIES 


DURA-SEAL 


(FORMERLY KNOWN AS CEL-U-SEAL) 


The Original Transparent Adhesive Film 


For covering and protecting maps, charts, blue prints, valuable 
documents. This acetate film with a transparent adhesive 
coating is extensively used by Army and Navy Departments 
to protect maps, etc. It is readily applied by hand and requires 
no heat or moisture. Available in rolls 18", 24", and 36” 


wide, 10 and 20 yard lengths. Matte surface is also available. 
* 
1944 Complete Catalogue Now Ready. Write Dept. G. 


THE MORILLA COMPANY, INC. 
NEW YORK 3, N. Y. 


36 COOPER SQUARE 


November, 1944 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


When Victory Comes 
These Famous Four 


PRESTO Specialties 


will be at your service 
—BETTER THAN EVER 


1.— PRESTO Stapler 
2.— PRESTO Staples 


World's Fastest Selling Desk 
Stapler in Pre-War Record. 


Sturdily built of 
colorful plastic and 
hardened steel. 


4.— PRESTO 
Personal Paper Punch 


Metal Specialties Mfg. Co. 


3200 Carroll Avenue Chicago 24, Illinois 
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CARBON PAPERS 


| and 
TYPEWRITER RIBBONS 


Only 
| WRITE 

Turns Out 
| WRITE-QUALITY WORK 


With WRITE, you get more and cleaner 
sopies from each original. Save you time 
—every time! That’s not all! You also 
cut down costs of supplies and labor with 


WRITE generously-inked 
Carbon Paper and Typewriter Ribbons 
Guaranteed for uniformity, quality, 
and long wear. 
—_ of your dealer, or send today for 
"REE samples, and attractive prices. 
Immediate Deliveries! 


Fe — Avenu® 
420 Lexington © * 
RITE ew urork 17, NY. 
Ve omeonaTsD New.fork 


FACTORY: Bridgeport, Conn. 
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Trace Finest Art on Stencils 
Interesting, forceful cartoons, lettering and 
ruled forms easily drawn or traced on stencils 
with CLEAROSCOPE. Complete with writing 
plate, clamps for holding work, celluloid triangle, 
ruling stylus, shading screen, lamp base, re- 
flector, cord and plug. 


THE HEYER CORPORATION 


; _ Quality Duplicators and Supplies Since 1903 
901-11 WEST JACKSON BLVD., CHICAGO, ILL. 
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Friden Enlarges New York Office 

To meet rapidly increasing sales demands in the east- 
ern section of the nation, the Friden Calculating Machine 
Co., Inc., San Leandro, Calif., opened an enlarged New York 
office in the newly acquired Friden building at 336 Madison 
Ave. on October 19th and 26th. 

The new offices house both the New York and Eastern sales 
and service division as well as the service training school, 
according to the announcement of President Carl M. Friden. 
J. Arthur Russell is New York City agency manager, and 
Larry Taylor, eastern division manager. 

Among the company officials who crossed the continent to 
attend the opening were President Friden, John Lund, vice- 
president in charge of sales, and H. A. Richardson, adver- 
tising director. 

Enlargement of the New York City and Eastern division 
headquarters reflects the growth of the company, which was 
organized ten years ago. The Friden organization operates 
through more than 250 company-controlled sales agencies 
in the United States and Canada. Sales and service organ- 
izations are maintained throughout the world. 

t 


Simplified Tax Statement Prepared 
' Bainbridge, Kimpton & Haupt, Inc., 218 Greenwich St., 
New York 8, has prepared a new simplified income tax state- 
ment for 1944 combining the New York state and federal 
forms. The new Redifixt form enables payroll departments 
to prepare the two forms in one writing, saving one opera- 
tion. Preliminary information can be entered on the form 
now and the job can be completed after December 31st by 
entering total wages and amount of tax withheld. 

The form has been approved by both federal and state 
authorities and a descriptive folder and sample form may be 
obtained from the company. 
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that it function smoothly, that it perform its task faster 
over a longer life span. e - 


KOH-LNOOR always has been and still is the accepted | 
standard for uniform quality in pencils—whether it be for 
the technician, artist. office worker or student. _- , 


KOH-I-N002 PENCIL COMPANY, INC. 
BLOOMSBURY, NEW JERSEY 


November, 1944 
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MOORE pusn-pins 


* THE PIN WITH THE HANDLE 


PUSH-LESS HANGERS 


* THE HANGER WITH THE TWIST 


Well-known since 1900 for every 
pin-up or hang-up need. Two top 
quality products that bring repeat 
orders and satisfies customers. 


MOORE PUSH-PIN COMPANY :- Since 1900 
113-25 Berkley Street, Phila. 44, Pa. j 


GRIPTITE 
BANDS . 


The Permanent Successor 


to Rubber Bands 


GRIPTITE Bands are a definite need in 
every office. 

They ere easily applied; quickly removed. 
They hold papers such as cancelled checks, 
deeds, mortgages, insurance policies, 
vouchers, and other documents neatly 
compressed. 

They are manufactured in 14 lengths — 
6" to 54" long. 


Write for samples and 
They can be used over and over again. 


prices. 


ROCHESTER WIRE-O BINDING, INC. 


ROCHESTER, N. Y. 


108 MILL STREET 


THE 
“AUTOMATIC 
MEMORY” 


Won't Let 
You Forget 
Efficient business people have depended 
on Memindex for years. It is consid- 


ered ‘‘indispensible’’ by top executives, 
star salesmen, busy managers, etc. 


What Memindex Is 


” POCKET CASE 
A Perfect Xmas 


Gift and A memo system on cards in two handy 
units—genuine leather POCKET CASB 

First-of-the-Year for temporary data plus DESK UNIT 
for permanent records—but no trans- 

Specialty eribing! Dated and otherwise indexed 


record cards fit both. The most re- 
markable memory aid ever devised— 
proven by over 35 years’ constant re- 
orders from successful people, 


WILSON MEMINDEX CO., Dept. C, 149 Carter St., Rochester 5, N. Y. 


DEALERS WRITE for complete informa- 
tons, free imprinted literature, counter 
cards, etc. 


Robinson Reminders 
% EUREKA MAILING LABELS *% 


Write for our Everyday 


SPECIAL $50.00 ASSORTMENT 
OF BOXED STATIONERY 


WHITE AND COLORS 
SUITABLE FOR CHRISTMAS 


NATIONAL MERCHANDISING COMPANY 


Distributors of Greeting Cards and Social Stationery — 
26 LINCOLN ST., BOSTON 11, MASS. 


RITE-RITE MFG. CO. * DOWNERS GROVE, ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 
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ROBERT £. JONES 


AT YOUR SERVICE 


7 -— = 


ACME 


Changeable Signs for every purpose. Your choice of 
individual letters or embossed name strips. For use in 
offices, hotels, clubs, banks, buildings, ete. Constructed 
in wood or metal frames, suitable for indoor or outdoor 
use. Illustrated literature sent upon receipt of your 
request. 


ACME DIRECTORY BOARD CORP. 
37 East 12th Street New York 3, N. Y. 


SPRING BINDERS 


Round Back Style 

Spring Back, durably con- 
structed, black levant- 

grained imitation leather 

over stiff boards. Com- 
lete with inner folder. 
tock sizes '/," to 2" 
capacities. All sheet 
sizes. Prices and illus- 
trated circular on re- 
quest. 


LOOSE LEAF INC. 
New York 12, N. Y. 


MAJESTIC 


122 Spring Street 


STAMPS 
Save Time 


IF YOU SAVE TIME 
YOU LENGTHEN LIFE 


WRITE FOR 
PRICES. 
SEND US YOUR 
ORDERS. 


SAMUEL F. CURRY, INC. 


231 Chestnut St., Phila., Pa. 
Market 0990-0991. In a Hurry—Call Curry—Main 6306 


November, 1944 
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Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 
and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving, 


All completely rebuilt and guaranteed. 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Place, New York, N.Y. GRamercy 3-3741 


NOW AVAILABLE 
REBUILT 
LINE-A-TIMES 
(All Sizes Up to 36" Wide) 
Also Machines For: 


e ADDRESSING e DUPLICATING 
e MAILING e DICTATING 


and Kardex, Rand & Acme Cabinets 


MAILERS’ SERVICE & EQUIPMENT CO. 
40 W. 15th St. (Mailers' Bidg.) New York 11, N. Y. 
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HONOR ROLL 
* PLAQUES x 


Dignified Tributes to Your Men 
in the Services 

These Victory Cast Honor Rolls 

with raised letters present impres- 

sively the names of those you 

would honor. Cast in a material 


that both looks and feels like 
Bronze. 


Send for illustrated literature. 
Arrange now for Postwar Bronze’ 
Tablets. Avoid delay later. 


UNITED STATES BRONZE SIGN CO. INC. 


‘BRONZE TABLET HEADQUARTERS” 
570 BROADWAY, NEW YORK 12.N. Y. 


The quality line with consumer appeal. 


® DRAFTING KITS ® DRAFTING TABLES 
® PROTRACTORS ® STRAIGHT EDGES 
® TRACING PAPERS ® SANDPAPER PENCIL POINTERS 


© LETTERING GUIDES ® INK-OUT 

® ERASING SHIELDS ® ADHESIVES 

® T-SQUARES ® TYPEWRITER CLEANERS 
® TRIANGLES © TYPEWRITER OIL 


@ TYPEWRITER KITS 


Prices and delivery dates on the above items will be 
gladly given upon request. 


CARDINELL CORPORATION 


MONTCLAIR NEW JERSEY, U. S. A. 


Stop Petty Thefts 


No. 1@ 


WONDER [oc does everything the or- 
dinary lock can do—plus many things 
no other lock has ever done before. 
Instantly applied and will securely lock 
every kind of a drawer, file or door, 
(See Illustration). Also made to pro- 
tect the contents of show cases. No 
holes to drill—no nails or screws, no 
‘tools required. Two drawers may be 
secured with one WONDER [ocr by the 
List Price $2.50 use of brace plate furnished. 
store, office, fi and home a U.S. 
it ment. ape ype for stds ion. — 


WONDER /ocK te gage 


53 W. Jackson Blvd. Chicago 4, Ill. 


PROTEX 
CUFF SHIELDS 


A new type of cuff sleeve protector af- 
fording generous cuff and sleeve protec- 
tion. A quick simple method of placing 
around wrists and adjustable (no nuisance 
bands, buttons, etc.). All plastic material 
with decorative design adding to attrac- 
tiveness. Each pair in individual im- 
printed envelope. 


PLASTEX CO. 
727-6th Avenue, 
New York 10, N. Y. 
Watkins 9-1320-1 


The C 0 R N ER on “4 WN WN = 
Market / | 4 ' 


N 
N 


beautiful 


colors 


MOUNTIES,INC. 
Boston, Ma Ss. 
> NEW YORK SALES OFFICE - 


ee 


1170 BROAOWAY 


A FITTING TRIBUTE TO 
THOSE IN SERVICE _ 
Beautiful plaques, many — 
designs, in sizes for any 
number of name plates. 

Send for prices and | 


ature. 


2 INTERNATIONAL BRONZE TABLET CO. 
36 East 22nd Street _ New York 10, N. Y. 
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BATES QUALITY OFFICE AIDS 
MARK A MODERN OFFICE 


Supplied by a Progressive Dealer! 


Bates MunKee Pad re- 
versible filler gives double 
life. Handsome, sturdy, 
economical. 


Bates Stapler makes its 
own staples, 5,000 in one 
loading. Can’t jam or clog. 


Bates List Finder finds phone 
numbers, addresses and other 
data instantly. Just move the 
arrow and press the tab. 


Bates Numbering 
Machine, the stand- 
ard of quality for 
more than fifty years. 


Bates 


OFFICE AIDS 
Bates Numbering Machines, Staplers, List Finders, File Fasteners, 
MunKee Pads, Perforators, Eyeleters, etc. 


The Bates Manufacturing Company, Orange, N. J. 
New York Office, 30 Vesey St., New York 7, N. Y. 
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SHE KNEW WHAT SHE WANTED | 


ee 


Mary had an old machine; Said she, "I want an Underwood ... 


Its keys would skip and jerk. It's light and fast and neat. 


Its touch is super ... velvet smoothly 


And every time she typed her notes, 


They muddled up her work. Its work just can't be beat." 


The light, quick touch she learned at school He bought an Underwood ... and now 
»~ No longer could she use. ri He's glad he took her cue. 
‘id She had to hit and hammer now, It writes his letters better .,. andj 


And watch her P's and Q’s Will do the same for you. 


Her letters turned out blurred and smeared, 
They had her all perplexed. 


“2 Until one day she stamped her foot 
Dear Boss: 
She knew what she'd do next! Next time you sign your letters, 
look them over carefully. 


If your letters are not as neat as 


She took her problem to the boss, they should be, don’t blame your 
> it j ; : secretary...it’s probably her machine. 

ee ot ae ee: ap Get her an Underwood as soon 

She screamed: "This is a total loss, as they are available,* and watch 


her work improve. After all, there’s 
a picture of you in every letter she 
writes. And since your letters are 
your personal representatives, make 


How can I type with that?" 


Our factory at Bridgeport, Connecticut, proudly every picture clean-cut and 

flies the Army-Navy “E”’, — star added as appealing with an Underwood. 

a@ second citation i the 

precision instruments cae | for skill and nae sila aate a 


manship of the highest order. 


Copyright 1944, Underwood Elliott Fisher Company * Underwood Ty riters are available now 
subject to War Production Board regulations. 
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